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THIS SIMPLE DEMONSTRATION SHOWS YOU... 


Why Mosler Revo-File is leading 
the revolution to rotary card filing 


1. No costly transposition needed or new cards when 
you change from slow-poke, time-wasting files to Revo- 
hile. No key-hole punched cards needed by Kevo-File 


Just pick up your present cards by handfuls drop ‘em 


2. No chance of losing cards! Kevo-Vile 


has an exclusive, patented method of 


holding cards to drum without relying on removed and re-filed instantly. Easy to exclusive features of Revo-File on 
holes punched in cards, or other methods place Revo-File in most restful working a bigger scale. Electrically controlled 
of attachment which often cause wear, position for any clerk. Cards come to her drums rotate independently everal 


mutilation, and eventual “fall out’ of 


cards from drum into base of file. (No size cards accommodated. Manual and 
automatic clectric selector models 


trapdoor needed in Revo-File.) 


\\ 


—_— eee ee ee 


The Mosler 


VOO/UE 


World's finest rotary card file 


NAMI 


| 


3. No limits on work speed! Since cards Mosler Roto-File can accommodate 
are not attached, one or hundreds can be more than 80.000 cards. Has all the 


not vice versa. All standard and most off- 


Re 


COMPANY 


ADDRESS 


into a Revo-File and go to work! Revo-File is the 
only single-drum rotary card file of its type that lets you 
do this! It saves an average of $200 in change-over costs 


right at the start... often much more! 


For big-volume card filing! I he new 


clerks can work at same time 


If you have 3,000 or more active cards which are used 
continuously for reference and posting, mail coupon, today! 


mee _ 
Revo-File, Roto-File Div. @ The Mosler Safe Co., Dept. OM-2, 320 Fifth Ave., N.Y. 1, N.Y. 
Please send me plete information ab« eck ! 

o-Pile, wor nest rotary card file Mosler A ‘ Liectric Select 
New Mosler Roto-File for volume card-filing application 


POSITION 


| 


For More Information Use Readers’ Inquiry Coupon on Page %% 
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Vlassachusetts 


Illinois 


‘Car v4 


BELL TELEPHONE SYSTEM 


How several men in different cities 
can talk things over together 


YOU CAN BRING BUSY MEN TOGETHER RIGHT NOW 
WITH A TELEPHONE CONFERENCE CALL 


When you need to talk things over with two or more busy 
men in different cities, it’s easy ... and fast... with a telephone 
Conference Call. 

You can talk to two, three, four (or many more) men in 
as many different cities any distance apart. 

Each of them can take part in the discussion. Exchange 
ideas. Clear up questions. Help reach decisions. It’s almost as 
if all of you were sitting around a conference table. 

The cost of telephone conference service is low. A daytime 
call, for example, connecting Boston, Chicago and Pittshurgh 
costs $4 for the first three minutes and 75 cents for each addi 
tional minute. (This does not include the 10% federal excise tax.) 


ry this modern service the next time you want to talk with 
several out-of-town business contacts. 


Just tell the operator you want to make a Conference Call. 


Pennsylvania 
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What I thought was going to be an awful headache 


oo ee oe ee ; 
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turned out to be a lot of fun! 
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For a long time I'd put off the decision to “do over” 
my office. But, that was before | learned about the 
Macey-Fowler way. 


Macey-Fowler has furnished thousands of offices, 
both for large corporations and small business 
firms. Whether you need a few steel desks, a filing 
cabinet, or a complete executive suite, the answer 
to your requirements is in the large Macey-Fowler 


Why not let Macey-Fowler submit a plan, and a 
price. You will be pleasantly surprised to find how 
relatively little it costs to enjoy the luxury and 
prestige of Macey-Fowler furniture. 


4 
2, 


BOSTON: 150 CAUSEWAY STREET~+ Richmond 2-1800 Mac ey - owler NEW YORK: 305 EAST 63rd STREET - TEmpieton 8-5900 
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Plain speaking (Editorial ) 


Forms, their design, control, usage (Part 1) 


by George Biek 


How to write a good report 


by John R. Mayer 


How you can read faster while learning more 


(Part 1) 
by Nila Banton Smith 


New airline office combines travel, banking. 


reservation facilities 


Why every company needs a filing manual 


by A. A. Deter 
Association office solves lon 
Automation in the office 


Tools of the office series 
This month: equipmer 
processing 
by Robert Beeman 


g. narrow space problem 


it for integrated data 


IN THE CURRENT emphasis on 
elaborate new equipment for the 
office, many people are inclined to 
forget that for many purposes, the 
simplest, most direct methods are 
still the most efficient. An example 
is the Swiss Air Lines ticket office 
described on page 30, where each 
ticket seller “doubles in brass” by 
keeping her own sales record totals, 
thus simplifying the entire book. 
keeping problem of the organiza- 
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A “Standard” 
File isn’t right 
for oversized 
forms—they’re 
too big! 


It’s just as 
bad for 

Index Cards— 
they’re 

too small! 


10 


| 0 


[Ojo 


But there’s a STEEL AGE File 
especially designed for every 


business form, including— 


* Letters * Fingerprint Cards 
* Legal Documents * Invoices 

* Index Cards * Checks 

* Tabulating Cards * Microfilm 


See your Steel Age Dealer soon. 
He'll show how “Form-Fitted” Filing Units 
can save you time, effort and money! 


Send for this helpful File Selector 


"The Quality Choice 


Corry-Jamestown Mfg. Corp. 
Dept. 8-2, Corry, Pa. 


~~ 


Please send me a free copy of 
your new File Selector, without obligation. 


of Modern Offices” Nome a 
Company 
Branch Offices: a. ; 
Atlanta + Boston + Chicago a 
Dallas « Detroit « New York City ate 


Oakland + Philadelphia + Seattle 


For More information Use Readers’ Inquiry Coupon on Page % 


Profit-sharing plans offer 
many benefits—P-B speaker 


Intelligent profit-sharing plans can 
become an important tool for the de 
velopment ot employee interest in the 
company for which they work, its 
problems and its future, Joseph J. Mor 
row, director of personnel relations for 
Pitney-Bowes, Inc., Stamford, Conn.. 


said recently. 


Speaking before the Graphic Arts 
\ssociation of Connecticut at Newing 
ton, Morrow declared: 

“Profit-sharing has been defined as 
an emphasis on ‘the togetherness, the 
unity, the oneness ot interests and 
hopes and purposes ot all persons en- 
gaged in a business.’ This definition 
strikes the fundamental note of profit 
sharing because this feeling of ‘together 
ness,’ of a shared goal and a shared re 
ward, of the importance and dignity of 
each individual, satisfies one of the 
most basic of all human needs as it has 
been translated and adapted lor our 
way of life.” 


\ very real belief in the advantages 
to the company of a profit-sharing plan 
is essential to its success, he warned. 
“Unless employees feel that manage 
ment believes they have a right to share 
in profits, and are really a part of the 
team, there will be no incentive to 
stay on the team when the profit pic 
ture is less rosy,” he said, 

“Actually,” Mr. Morrow continued, 
‘companies with successful plans have 
reported production increases ranging 
up to 100 per cent, along with turn 
over reduction, more and better em 
ployee suggestions, fewer labor troubles. 
decreased waste, higher earnings for 
stockholders, price reductions, and all 
the other desirable by-products of im 
proved profits,” 


Profit-sharing, he said is a “practical, 
working example of management's new 
recognition of Jabor’s contribution, and 
of the mutually profitable partnership 
that can be enjoyed by both parties. 


“It does a selling job on the wisdom 
and benefits of running a business for 
a proht,” the Pitney-Bowes executive 
declared. “After all, the interests of 
capital and labor are both served best 
by a healthy, flourishing system of free 
enterprise. If they have been traveling 
toward the same goal by different 
routes, profit-sharing can help get them 
back on the road together—advancing 
their common interests with the dig 
nity and fairmindedness worthy of our 
democratic concept.” 
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Burroughs Sensimatics can cut your accounting costs 


Two leading California manufac- 
turers—different products, different 
problems. Yet both use Burroughs 
Sensimatic Accounting Machines to 
save fat chunks of their two biggest 
assets—time and money. 

U.S. Divers Corporation in West 
Los Angeles, makers of the skin- 
diver’s famed “‘Aqua-Lung,” needs 
just one Sensimatic. While multi- 
million-dollar Douglas Aircraft uses 
several, 

To take on all comers the way it 
does, a Sensimatic must have some- 
thing extra special—and it does! Its 


FEBRUARY 1956 


equalizer is a four-sided knob which 
acts like the gear shift in your car— 
one quarter-turn shifts the controls 
or “sensing panel’ from one ac- 
counting job to another... gives you 
four specialized accounting machines 
in one. And that’s a sound invest- 
ment for any size business. 

Moreover, for other operations or 
even a new system, you simply slip 
in another four-job panel. And this 
not only takes the trouble and 
expense out of changing accounting 
methods; it also keeps today’s Sensi- 
matic modern tomorrow. 


Sensimatics come in six different 
series—two to 19 totals. We will 
gladly demonstrate the one you 
prefer. Call our branch nearest you, 
or write Burroughs Corporation, 
Detroit 32, Michigan. 


Wherever There's 
Business There's 


“Burroughs” and “Bensimatic” are trade-marks 


For More Information Use Readers’ Inquiry Coupon on Page % 7 
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When ink smears from 
sheet to sheet, switch to 
Hammermill Mimeo-Bond 


LMOST EVERYONE has seen mimeo- being delivered on top of it. With 
A graphed material with ink marks Hammermill Mimeo-Bond you get fast 
on the back, as shown above. That's called running operation and neat, attractive 
“set-off”. Ic looks messy. It happens when copies without any fuss or muss. 


wet ink smears on the bottom of one 
sheet from the top of another as sheets 
pile up on the delivery board of the 
mimeograph machine. 


Hammermill Mimeo-Bond, with its 
exclusive air-cushion surtace, is available 
at the same cost as Hammermi!! Bond 
Comes in white and seven sparkling colors 


W hat can you do to have clean mimeo that can be matched with Hammermill 
graphing, without set-off, or the smearing Bond Envelopes for your smart mailings 
of the copy itself while the set-off is It's watermarked, of course Us it for 
happening? company announcements, plant bulletins, 

A makeshift way to combat this is by sales lett wie co ae da 
slip-sheeting — putting a blank piece of off your stencil duplicating machine 
paper on each “printed” sheet as it is You can get Hammermill Mim¢ oO 
delivered from the machine's impression Bond with printed mastheads and fill- 
cylinder. That does the job—the expen in forms from your printer or com 
sive way mercial letter shop, plain from wer ey 

The better way is simple. You specify Large wholesale stoc a carried by 
Hammermill Mimeo-Bond. It’s the only Hammermill agents in 12) Cities 
mimeographing paper made with the For sample sheets of Hammermill 
“air-cushion surface”. Thousands of al Mimeo-Bond (or Hammermil! Dupli- 
most microscopic air pockets temporarily cator paper) write to Hammermil! Paper 
insulate the drying ink from the sheet Company, 1459 East Lake Rd., Erie 6, Pa. 


AMER) “artic 


Hammermill Duplicator 
MIMEO-BOND Hammermill Bond Envelopes 
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Wide variety of conferences 
set this month 


A number of conterences of interest 
to office executives will be held dur 
ing February. The American Man 


agement Association will hold two of 
these: 


The Midwinter Personnel Confer- 
ence is scheduled for February 15-17 
at the Palmer House, Chicago. Includ 
ed on the list of subjects to be dis 
cussed are supervisory problems, plans 
for executive development, various as 
pects of labor relations, and a special 
session in which Victor Riesel, labor 
columnist, will hold telephone inter 
views with four prominent labor lead- 
ers on the recent merger of the AFL 
and the CIO. The men to be inter- 
viewed are Dave Beck, A. J. Hayes, 


James B. Carey, and David J. McDon- 
ald. 


The AMA's second annual Elec 
tronics Conference and Exhibit will be 
held at the Hotel Commodore, New 
York, February 27-29. The two major 
areas of discussion will be (1) methods 
of determining whether and where it 
is feasible to use large, small, or me 
dium-sized electronic computers in 
business, and (2) the experience to 
date of firms that are using computers, 
Personnel factors, operations research 
applications, and other aspects of of 
hee electronics will also be discussed. 
There will also be an exhibit of rele 
vant business machines by a number 
ol prominent manufacturers. 

Louisiana State University has an 
nounced its third annual High Speed 
Computer Conference, to be held at 
Baton Rouge, La., in cooperation with 
the Baton Rouge Chapter of the Na- 
tional Office Management Association 
and the Baton Rouge Section of the 
American Institute of Electrical ] 


“ngi 
neers. February 14 to 17 are the an 
nounced dates. The purpose of the 


conference is “to discuss the present 
development and application of elec 


tronic computers in office procedures, 
statistical operations, and in scientific 
and technica! analysis.” Important 
electronic equipment will be exhibited. 

The National Federation of Business 
and Professional Women’s Clubs, Inc.. 
will hold the second of a series of 
“Forums for Women Who Work” on 
Friday evening, February 17, at the 
Hotel Jefferson, St. Louis. 

Other February events include the 
Western Computer Conference and 
Exhibit, to be held at San Francisco's 
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Through the years Linda Walker has paid 
through the nose for setting her wedding 
date so close to end-of-the-month. On 
every anniversary since he became plant 
manager, Jack has had to work late. 
That’s because his modern, decentral- 
ized company still clings to inadequate, 
old-fashioned accounting procedures in its 
branches. Figures for 30 days of opera- 
tions have to be boiled down at the last 
minute. Before a report can be sent off 
(generally late) to General Offices, Jack 
and his whole staff have had to burn a lot 
of midnight oil. 
Yet he and Linda could be on the dance 


The Walkers are celebrating their 25k Anniversary 


punched-card accounting. By processing 
figures every day, Keysort eliminates 
some of decentralization’s biggest bugs. 
Daily and weekly reports show plant man- 
ager and department heads where they 
stand now. End-of-the-month is like any 
other day ... without rush, overtime or 
hurry-up calls from top brass. 

A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every factory operation— fast. 
Whether you run a manufacturing giant 
or a 100-man branch plant. At low cost. 


phase of 


The McBee man near you can show you 


how it’s done, /t will take him just one 


floor right now — with the aid of Keysort hour. Phone him or write us. 
, od gece ~ ff o**e ” ig, ¢° *. ecece 
Cc i — 'e Cee, © 33: < ° 
% Seco $ oc? “ooo” $ 


Punched-card accounting for any business 


Manufactured exclusively by The MeBee Company, Athens, Ohio + 
In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 


Offices in principal cities « 


For More Information Use Readers’ inquiry Coupon on Page % 


Division of Royal McBee Corporation 
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This Modern Adhesive fron 


STICKS CLEANLY... 

It's easy to do neat sticking with 
Carter's Rubber Cement. Excess 
rubs off fingers and paper in 
a jiffy! 


SPREADS SMOOTHLY... 
There's no “stringing” with 
CARTER'S. Smooth, easy spread- 
ing every time! 


THE 


Stick cleanly...smoothly 


Available in tubes, 
2-ounce and 4-ounce 
Brush-Cap Bottles, 
Pints, Quarts, Gallons 
and Handy Pint Dis- 


pensers! 
, 


$O QUICK TO DRY... 
Carter's Pure Rubber Cement 
dries neatly, quickly. Made from 
pure, natural crepe rubber for 
stronger sticking! 


WRINKLE-PROOF ... 

Carter's Pure Rubber Cement will 
not wrinkle even the thinnest 
paper! 


Order Carter's Rubber Cement from 
your stationer or office outfitter today! 


CARTER’S 


INK COMPANY 


. since 1858 the quality name, CARBON PAPERS [§ TYPEWRITER RIBBONS 
Mi ADHESIVES (MM STAMP PADS & INKS [MH DUPLICATOR SUPPLIES 
MARKING DEVICES AND INKS MM ERADICATORS —§ FOUNTAIN PEN INKS Jf 
RUBBER CEMENT (MF INDELIBLE INKS J DRAWING INKS J ARTIST COLORS 


CAMBRIDGE 42 


MASSACHUSETTS 


10 For More Information Use Readers’ Inquiry Coupon on Page % 


Fairmont Hotel, February 7-9, under 
the joint sponsorship of the American 
Institute of Electrical Engineers, the 
Institute of Radio Engineers, and the 
Association for Computing Machinery; 
the OMAC Business Show, set for Feb 
ruary 12-15 at the Conrad Hilton 
Hotel, Chicago, under the auspices of 
the Office Management Association of 
Chicago (the Chicago Chapter of 
NOMA); a seminar entitled “Elec 
tronics for Business,” to be held by the 
Milwaukee Chapter, Systems and Pro 
cedures Association of America, at 
Marquette University on February 16; 
Louisiana State University’s Personnel 
Management Conference, February 23 
24, in Baton Rouge; and the Southern 
Regional Conference of the Controllers 
Institute of America, February 23-25 at 
the Edgewater Gulf Hotel, Edgewater 


Park, Miss. 


IBM to offer equipment 
line on sale plan 


The International Business Ma 
chines Corp., manufacturer of punched 
card equipment, electronic computers, 
and other office equipment, has signed 
a consent decree in the Federal Court, 
Southern District of New York, by 
which all types of tabulating and elec 
tronic computing machines in its line 
will be offered for sale “in perpetuity.” 
Heretofore this equipment has been 
available only on a rental basis. Pres 
ent lessees will be given the opportu 
nity to purchase their equipment. 

The company has pointed out, how 
ever, that leasing arrangements will 
continue to be available to those com 
panies wishing to take advantage ot 
them. IBM is required, under the de 
cree, to license all patents, patents a 
quired, and patents applied for in the 
next five years for this type of equip 
ment, 

Thomas J. Watson, Jr., IBM _ presi 
dent, commented as follows on the de 
cree: 

“IBM has today consented to th 
entry of a judgment settling all issues 
raised by the Department of Justice in 
! 


pena 


Ing tor tour years against the company. 


the anti-trust suit which has been 


“Our consent to the entry of the 
judgment is, as the judgment states, 
not an admission of any violation of 
the antitrust laws, which we continuc 
emphatically to deny having violated. 
We shall, of course, conform in good 
faith to the undertaking which we have 
accepted, 


(To page 13) 


OFFICE MANAGEMENT 


: - = | 
- Carter's 7B) I 
Pe: | 4 PAPER : a 
a Bi Rubber a 
/ me. |Cement iam 
0 . 4 by... Cartel - 
Pe eS . ies | — 


Luxw Fin this executive posture chair— 
: ‘ha mely in this revolving arm chair—healthfully 
in this secretarial posture chair—you'll find Roya/ 
metal furniture doing its part in getting work accomplished. 
That's because, wherever style, durability and 
efficiency are standards, Royal is specified. 
now turn the page for additional examples... 


METAL FURNITURE SINCE ‘97 
ROYAL METAL MANUFACTURING COMPANY 


175 N. Michigan Avenue « Chicago 1, Illinois 
Offices and plants from coast to coast 
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@™ ... ARM CHAIR — A sturdy, useful 
and long-lasting chair with comfortable 
flex-spring seat mounted on all-metal, die- 
ventilated seat pan. Square tubular steel 
frame is all-welded, Plastelle enamel fin- 
ished, has flared legs to protect walls, and 
leg braces for additional strength. 


760... CLUB CHAIR New, narrow 
qd) 134,” square tubing, Satin-Chrome finish- 
ed. Handsome, big-space seat and back are 
of flex-spring construction—can be had 
upholstered in Super-Tuftex or in Royal- 
point. Flared rear legs protect walls against 
mars or scratches, Self-locking floor glides, 
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Prestige in name and quality... Loyal Office Furniture 


913...SIDE CHAIR A fine quality 
(D) side chair matching the 911 Arm Chair 
in construction and design. All-metal, all- 
welded square tubular steel frame is Plas- 
telle finished. Legs are flared to protect 
walls against marring. Upholstered seat is 
of flex-spring construction. 


761-763-765 ... SECTIONAL GROUP 

A versatile and stunning group that 

offers almost unlimited room planning pos- 
sibilities. Center Section 761 without arms, 
Right Arm Section 765, Left Arm Section 
763. Flex-spring seats and backs uphol- 
stered in Super-Tuftex or Royalpoint. 
Frame is modern '*¢" square tubing, Satin- 
Chrome finished. 


Royal Metal Manufacturing Co., Dept. 22 
175 N. Michigan Ave., Chicago 1, Ill, 


Please send information on complete line. 


Please have representative call. 
Name... . utianmenenaait 
Address ™ =e sitasipemaiimaiiantiinns 


City 


a, 
= 
ws 
Shown on the other side of this 
page, are the No. 1230 Executive 
Chair, No. 1265 Posture Chair 
and No. 1210 Executive Chair. 
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1250...3JR. EXECUTIVE POSTURE 

CHAIR — Takes the fatigue out of long 
hours of steady work. Back is hinged with 
compression spring action. Large coil spring 
seat, shaped back, Plastelle finished all- 
welded square tubular steel frame. Island ~ 
base, ball bearing casters. Easy adjustment 
to individual requirements. 


766...SATIN-CHROME SETTEE A 

beautiful, 2-person settee in the new, 
narrow '3%" square tubing, Satin-Chrome 
finished. Seat and back of flex-spring con- 
struction. Upholstery in attractively match- 
ing fabrics. Wall-saver design legs. De- 
signed for beauty, built for comfort, easy 
to keep clean and fresh. 


METAL FURNITURE SINCE '97 


ROYAL METAL MANUFACTURING COMPANY 
175 N. Michigan Ave., Chicago 1, Ill. 
Factories: Los Angeles « Michigan City, Ind 
Plainfield, Conn. « Warren, Pa. « Galt, Ontario 


Showrooms: Chicago + Los Angeles 
San Francisco « New York City 


Authorized Dealers Everywhere. 
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“It is our opinion that IBM will con 
tinue to be successful under the terms 


of the judgment. However, we would 
not be realistic if we did not recognize 
that some of the terms of the judgment 
are severe. In other respects, terms of 
the judgment conform to long-standing 
company policies and impose no major 
change. 

“Though the judgment is complex, 
and conformity to it by our company 
will require a great deal of administra 
tive and procedural effort, the terms 
do not enjoin us from continuing to 
furnish g 


fe) 
to our customers. These are the found- 


ood products and good service 


ations upon which our business has 
been built and upon which it will con 
tinue to grow in an atmosphere of 
ever-increasing demand and _ ever-in- 
creasing competition.” 


In Short— 


Equipment tops systems in survey of 
office executives’ interest 


Interest in new office equipment and 
machines is of prime interest to office 
executives, according to a recent survey 
of the membership of the National 
Office Management Association, 132 W. 
Chelten Ave., Philadelphia. Office 
“hardware” proved of greater interest 
even than systems and _ procedures, 
which ranked second, or methods, 
which placed third in total mentions, 
Accounting, however, was second high- 
est in first place mentions, followed by 
systems and procedures. Of the 16,000 
office executives responding, 44 per cent 
said they had made plans for new 
equipment purchases in 1956, with esti 
mates averaging $28. 400. 


Music for work increased in 1955 


tackground music in offices and fac 
tories was used more widely in 1955 
than in 1954—to the extent of 15.5 
per cent, in fact—according to a recent 
statement by Executive Vice President 
Charles C. Cowley of the Muzak Corp. 
The total growth of functional music 
in office and industry during the last 
five years has been 66 per cent. The 
introduction of automatic equipment 
using music recorded on tape has 
brought this type of service within 
economic reach of cities of less than 
25,000 population, he added. Increases 
for 1955 over 1954 were 19.2 percent 
in public business areas and 55 per cent 
in public transportation. 
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How XEROGRAPHY 


cuts duplicating costs 60,000 a year 
at MARTIN, 25 Parerwore 


BALTIMORE 


SPEEDS THE PREPARATION OF 


A, B, C, and D Engineering Drawings * Organization Charts * Standard Process 


Martin, world-famous manufacturer of mighty 
bombers, commercial transports, guided missiles, and 
pilotless air-craft, uses thousands of engineering draw- 
ings daily. 

They are of many sizes, but predominately in the 
conventional A (814”x11"), B (11% 17"), C (17x 
22”) and D (22”x 34”) groups. Because multiple cop- 
ies were wanted regularly, Martin sought a more effi- 
cient method of producing them. They found the an- 
swer in xerography, using XeroX® copying equipment. 

Martin estimates that in 1955 alone it effected sav- 
ings of $60,000 over the method previously employed. 
This figure includes savings in the related field of or- 
ganization charts, standard process bulletins, air force 
and navy specifications, and Manufacturing Division 
manuals. The big cost reduction, however, is in engi- 
neering drawings. 

Versatile xerography provides the solution to your 
copying needs. New developments make it the one, 
all-purpose, fast and economical process for duplicat- 
ing anything written, typed, printed or drawn. Origi- 
nal copy can be enlarged, reduced or made same size. 
Masters can be made from opaque originals or from 
copy on both sides, by this dry, electrostatic copying 


proc ess. 


Write for “proof of performance” folders showing 
how xerography is saving time and thousands of dollars 
for Martin and companies of all kinds, large and small. 


THE HALOID COMPANY 


56-38X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 


Bulletins * Air Force and Navy Specifications » Manufacturing Division Manuals 


DO YOU KNOW... 


Xerography copies onto 
paper masters and 
metal plates for 
OFFSET 
Duplicating 


Copies onto 
transtucent inter- 
mediates for 
DIAZO 
Printing 


Copies onto 
masters for 
spirit 
(and other fluid type) 
duplicating 


o 
Copies 
HALFTONE 


& Line 
subjects onto paper 
masters for offset 
duplicating 


° 
uP TO 
EIGHT 
COPIES 


including a paper 
master or translucent 
intermediate can be 


made from one sero 
graphic exposure 


The fastest, cheapest, most versatile way to make masters for duplicating 
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Swamped by A Sea 


of Paperwork 7 


business form and system. 


If your business forms require more 
than one copy, the odds are pretty 
certain that ordinary forms and 
procedures are too voluminous, too 
tume consuming and too costly. 
But don't abandon ship! 

CALL COLITHO'S FOLIO OF 
APPLICATION IDEAS TO THE HELM 
This folio is jam-packed with ex- 
amples of how Colitho Offset 
Duplicating Plates have stream- 
lined virtually every type of 


Colitho Plates produce sparkling, 
original-like copies faster and more 
efficiently. They completely elimi- 
nate re-typing and the possibility 


of transcription errors. 


COLITHO'S FOLIO OF 
APPLICATION IDEAS 
contains solutions to 
many paperwork 
problems. Send coupon 


j 


with your letterhead for / 


your free copy. 


THE “ONE-WRITE” WAY TO RUN A BUSINESS 


Colitho Division, COLUMBIA RIBBON AND CARBON MFG. CO,, Inc. 


672 Herb Hill Road, Glen Cove, N. Y 


Send me the Folio of Colitho Application Ideas. 


SE 
Company ee - 
Address 


City : aes a 


[ ~ 
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Interest grows in handwriting 
improvement 

The Handwriting Foundation, 1426 
G. St., N.W., Washington, reports that 
demands for its booklet, The Second R, 
on the improvement of penmanship, 
has markedly increased. This is be 
lieved to reflect a widespread concern 
about the poor state of handwriting in 
this country. The Foundation has also 
announced that the following educa- 
tors have been invited to serve on its 
Advisory Committee, which will act as 
a consulting group to help the organi- 
zation with its program: Prof. Paul 
sagwell, Head of the Department of 
Communication Skills, Michigan State 
University; Dr. Frank Freeman, of the 
University of California; Dr. John Guy 
Fowlkes, former Dean of Administra- 
tion at the University of Wisconsin and 
now a consultant on education to the 
Government of India; Prof. Lennox 
Grey, Head of Communications, Lan- 
guage and Literature Dept., Teachers 
College, Columbia University; Dr. Har- 
old C. Hunt, former Superintendent of 
Schools, Kansas City and Chicago, and 
now Under Secretary of the Depart- 
ment of Health, Education and Wel- 
fare; Dr. Worth McClure, Executive 
Secretary, American Association of 
School Administrators; Dr. James F. 
Redmond, Superintendent of the New 
Orleans Schools; and Dr. John W. 
Studebaker, former U. S$. Commission- 
er of Education. 


MIT announces fellowships in 
executive development 

Massachusetts Institute of Technol 
ogy has announced that thirty Alfred 
P. Sloan Fellowships in executive de- 
velopment will be made available to 
young executives during the 1956-57 
school year. Winners will attend a 12- 
month program covering economics, 
labor, finance, human relations, and 
administration, and will spend four 
weeks in field trips to New York, 
Washington, Ottawa, and the Midwest. 
Competition for the fellowships will 
close on March 2. 


Mosler Safe Co. purchases New York 
building 

The Mosler Safe Co. has announced 
the purchase of the building at 320 
Fifth Ave., New York, where the com 
pany has maintained offices for the last 
two decades. Following exterior reno 
vations, the structure’s name will be 


changed from the Bell Building to the 


Mosler Building. 
OFFICE MANAGEMENT 


“aif fi A \) ie 
al | LL Waar’ | ,| 
Pe hy a g 
4 =\ — ‘ eo , =~ y | . 
| oN) Win | > P yy “ | 
} i > Be 4 ‘ | 
ad ? G “4 y pally U Ag Lg $ | 
= a | 
gfe 
ae ——— 
; 3 a | 
; a | | 
es | — —__ -_-.. = 
; ne 
a | NNN Zone__Stote [ 
<a 7 : 4 eC 


Save steps, hours- and maybe your business. 


Correspondence, 
Paid Invoices 


~ Customer 
4° ae Card List > 
9 G bites 


Accounts 
Receivable 


Paid Accounts, 
Voucher Checks 


Pb 


>>> ge 
cf = . = - — 
| Madar / mm = Unshipped Orders 


Bills of Loading 


Inventory 34 | 
Control | , 


Checks, Cash 
Collection Sheets 


Payroll 
* | Records 


and 


*Fire can’t burn any of the 
records in this office 


... ALL ARE PROTECTED BY UNDERWRITERS’ LABELS 


OU are looking here at no ordinary 
Yao scene. The difference is a new 
means of record keeping, now revolu- 
tionizing office methods—fire protec- 
tion for all records right where they are 
being used. 

This modern ‘‘time-engineered”’ 
Shaw-Walker equipment not only gives 
right-on-the-job fire protection during 
working hours when most fires (55% ) 
occur, it pays for itself by saving time 
and space. All of the savings from this 
efficiency go directly into profits. 


Built Likes 


Skyscraper 


GHAW-WALKER 


’ ™. 
>. 
Current Work, 
Reports, Contracts 


he 


ae 

Bi 

a Accounts 
is Payable a 


* he 


EACH DRAWER A SAFE! Jn thie mod- 
ern, good looking Shaw-Waltker fire- 
proof equipment, fire walla stand 
between your irreplaceable records 
and possible destruction. Fire-File, 
with corner cut away shows: Thick, 
steel-walled steel-reinforced fire insu- 
lation on all six sides of each drawer. 
Vault-like interlocking drawer front, 


Shaw-Walker makes 46 different 
types of this time-saving, fireproof 
equipment — Desks, Fire-Files, Post- 
ing Trays. In them your records will 
be completely safe, always ready for 
instant use, even after a fire. You can't 
afford to gamble—57% 
nesses who lose records in fires never 
fully recover. 

Shaw-Walker has been helping 
American business save time and step 
up office output since 1899. There are 
4,000 Shaw-Walker products 
desks, filing cabinets, Fire-Files, loose- 
leaf and payroll equipment — every- 


of the busi- 


chairs, 
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thing for the office except machines 
each “time-engineered” for the needs 
of every job and worker. 

So if you are modernizing or setting 
up a new office, make sure you use 
Shaw-Walker throughout. It will help 
you stretch time—the most critical 
factor in business today. It may save 
your business! 


THE BOOKLET, “TIME AND OFFICE WORK” is packed 
with ideas for stretching office time. A wealth of 
information on “‘time-engineered” office wystema 
and equipment 
Write 
Walker 


Many color illustra 
business letterhead to 
M ushegon 59, Michigan 


36 pages! 
tions! 


Shau 


today, on 


Largest Lectusive Makers of Office Furniture and filing Equipment in the World 
Executive Offices at Muskegon Michigan Branches and Exclusive Dealers in All Principal Cities 


For More Information Use Readers’ Inquiry Coupon on Page %% 15 
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Personnel needed to run electronic 
brains 

For the first time in history, math. 
ematics majors are able to obtain sal 
aries comparable to those offered engi 
neers, according to a recent statement 
by Dr. Fred Fender, of Rutgers Uni 
versity. This new development, he said, 
arises from the rapid growth of the 
comput.ng machinery field, which 
needs men to design, operate, and 
“feed” the new equipment. Dr. Fender 


stated that one large company had com- 


plained that it needed 3,000 men 
trained in the design and operation of 
computing machinery but had no idea 
where it would get them. Rutgers is 
one of the growing number of colleges 
which are attempting to answer the 


need by providing courses in this field. 


Greenwich Paper Corp. creates new 
consumer division 

The Greenwich Paper Corp., 53rd 
St. and First Ave., New York, has an 


nounced the creation of a new division, 


—_ 


FOR COMFORT, 
bonded foam latex 
; padding; 2” on 
7 seat, 1 on back 
and arm rests 


TON.-TESTED! 
Modern testing 
showed these 
chairs atill rigid 
under more than @ 
ton of pressure 


“WALL SAVERS” 
Backs of side and 
arm chairs cannot 
touch wall even 
when legs do. 


THEY STACK~ 
Side chairs de- 
signed to store 
easily and simplify 
floor-cleaning. 


_., aie: — 
\ " 
& 
: *. 


OF KANSAS CITY... 


PRICED TO PLEASE 
YOUR SENSE OF ECONOMY 


Comfortable seating for yourself and 
your staff, for clients and customers 
... in fresh new design concepts 
that are pleasing to the eye... 
rigidly constructed for long service, 
and with easily-removable coverings of 
elastic U. 8S. NAUGAHYDE; other 
fabrics in many colors available. 
“Wall-saver” side and arm chairs with 
padded or plastic arm rests, and two 
handsome swivel models with arms 
. . . Side chairs as low as 31.40, 
swivels as low as 53.00. Ask to 
see them today! 


Aah your Cramer dealer 


OR WRITE DEPT. OM-! 
CRAMER POSTURE CHAIR CO., INC. 
1205 Charlotte, Kansas City, Mo. 


SS me ee ae ee by: 


MAKERS OF CRAMER POSTURE CHAIRS 


For More Information Use Readers’ Inquiry Coupon on Page %% 


headed by Stephen Bayer, to serve the 
needs of corporate and institutional or- 
ganizations. 


Eight office equipment manufacturers 
honored by AIM 

High standards of management on 
the part of eight companies manufac- 
turing equipment in the office field 
have been recognized by the American 
Institute of Management, Inc., a non- 
profit foundation located at 125 E, 38th 
St., New York. Certified as “excellent- 
ly managed” by the AIM were The 
Standard Register Co., Pitney-Bowes, 
Inc., The National Cash Register Co., 
International Business Machines Corp., 
The General Fireproofing Co., Bur- 
Addressograph Multi- 
graph Corp., and Sperry-Rand Corp. 
According to Jackson Martindell, AIM 


president, the purpose of the awards is 


roughs Corp., 


to “bring deserved recognition ‘o those 
companies whose managements are 
doing most to increase productivity, 
with accompanying benefits to employ- 
ees, shareholders, their community 
neighbors, and to the economy as a 
whole.” Ten factors considered in 
making the awards were economic 
function, corporate structure, health of 
earnings, service to stockowners, direc- 
torate analysis, research and develop- 
ment, fiscal policies, production eff- 
ciency, sales vigor, and executive evalu- 
ation. 


High Point Bending & Chair Co., takes 
new name 

The High Point Bending & Chair 
Co., of Siler City, N. C., has an- 
nounced that effective February 1, it 
will officially be known as the Boling 
Chair Co. The name “Boling” has 
been used for some time as a trade 
mark or brand name in connection 
with the company’s line of chairs. The 
new name is considered easier to use 
and it eliminates the confusing refer- 
ence to the furniture manufacturing 
city of High Point, N. C. F. J. Boling, 
president of the company, points out 
that the change of name will have no 
effect on company ownership, products, 
or policies. 


Payroll Management Society holds first 
meeting 

A new organization, the Payroll 
Management Society of Greater Phila- 
delphia, has recently been formed, with 
P. Ackerman, of the RCA Service Co., 
Inc. as president. The first dinner 
meeting was held on January 31 at the 
John Bartram Hotel. 
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Mergers and purchases 
Harris-Seybold Co., of Cleveland, 

has announced the purchase of Litho 

of FE] Monte, Calif. Harris 


Seybold manufactures equipment and 


plate, Inc., 


supplies for the graphic arts industry, 


while Lithoplate is a producer of 


“Alum-O-Lith” presensitized photo-off- 
set printing plates and other products. 
Lithoplate will operate as a wholly 
owned subsidiary. 

Typhoon Air Conditioning Co., of 
Brooklyn, N. Y., has merged with the 
Hupp Corp., and will operate as a 
division of the latter company. Ty 
phoon manufactures residential and 
commercial packaged air conditioning 
equipment, while Hupp, which recent 
ly merged with Perfection Industries, 
Inc., offers a complete line of gas and 
oil-ired warm air furnaces, space 
heaters, appliances, and other products. 
Hupp operates plants in Chicago, De 
troit, Cleveland, 


Waynesboro, Ga. 


Carlisle, Pa., and 


Cory Corp., of Chicago, has pur 
chased all the capital stock of The 
Mitchell Mfg. Co., also of Chicago, 
Both firms are manufacturers of ap- 
pliances, with a large business in room 
and packaged air conditioning equip- 
ment. B. A. Mitchell, president and 
founder of the Mitchell Mfg. Co., will 
serve Cory in an advisory capacity, 
relinquishing the presidency to Cory 
President J. W. Alsdorf in order to 
give more time to other business ac- 
tivities. A. N. Pritzker, Cory board 
chairman, will hold a similar position 
for the new subsidiary. 


Haloid to purchase xerography patents 

The Haloid Co., manufacturer of 
Xerox duplicating equipment, has an- 
nounced plans to purchase more than 
100 United States and foreign patents 
on the xerographic process, which is 
the basic operating principle of Xerox 
equipment. Chester F. Carlson, the in 
ventor, and the Battelle Development 
Corp., will receive cash and Haloid 
stock worth more than $3,500,000 over 
the next ten years. Haloid, in turn, 
will be relieved of heavy royalty obliga- 
tions, 


Lipton Mfg. Co. changes name 

The Lipton Mfg. Co., of 52 W. 
Houston St., New York, manufacturer 
for 22 years of gummed tape dispensers 
and moisteners, has changed its name 
to Seal-O-Matic Dispenser Corp. The 
company trademark is now incorpor- 
ated in its official name. 
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Association News 


THE NATIONAL OFFICE MAN 
AGEMENT Association has chartered 
two new chapters, its 159th and 160th. 
On December 8, No. 159 came into 
being in Billings, Mont., with Richard 
A. Jaramillo, of the Montana-Wyom 
ing Associatior of Credit Men, as pres 
ident, J. C. Thompson, of Mobil Pro 
ducing Co., as vice president, Arthur 
I. Hakert, of McKesson & Robbins, as 
secretary, and Robert J. Schmit, of 
Peat, Marwick, Mitchell & Co. as 
treasurer. No, 160 was the new 
Kitchener, Ontario, Chapter, the 19th 


NOMA chapter in Canada, which was 
chartered on January 16. Its president 
is James Lumby, of The Dare Co. 
Other officers are Herbert Buschert, of 
Burns & Co., Eastern, Ltd., vice presi 
dent; Gordon Saunders, of Thorne 
Mulholland, McPherson, 
treasurer; Selwyn Sangster, of H. L. 
Staebler Co., Ltd., secretary; and Lloyd 
Lougheed, of Lougheed Business Col 


I low son & 


lege, as assistant secretary. 


THE OFFICE EXECUTIVES Asso 
ciation of New York held two regular 
meetings January. At the 
luncheon on the 4th at the Masonic 
Club, Timothy W. Costello, Ph.D., As 


sociate Professor of Psychology, School 


during 


NET PAID 


AS OF 


Dec. 31, 1955 


office management 
CIRCULATION CONTINUES TO RISE! 


OFFICE MANAGEMENT now reaches and influences 
more than 22,000°% management exec utives concerned with 
office administration in AMERICA’S LARGEST OFFICES. 


This is the largest ABC paid circulation in the spec ialized 


office field. The phenomenal circulation growth and high 


renewal rate are an indication of the vitality of OFFICE 
MANAGEMENT'S editorial service, Management execu- 
tives pay to receive OFFICE MANAGEMENT, because 
they need it and want it and they want to be SURE to 


receive it regularly. They are the men who initiate and 


“okay” the billions of dollars of expenditures for all office 


equipment, services and supplies. 


*Subject te ABC Audit 


OFFICE MANAGEMENT 


The Magazine for Management Executives 
Published by Geyer-McAllister Publications. Est. 1677 


212 Fifth Avenue 


New York 10, N. Y. 
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' handling records 


: + DIEBOLD 
super elevator files 


It's almost magic. You remain seated. Touch a button. Each record 
is brought to your finger-tips . . . in less time than you could get 
up from your chair! 


It's astounding .. . how rapidly operators can find, refer to or post 
records . . . housed in motorized Diebold Super Elevator Files! 


It is the new way to handle large-volume card records of all kinds 
(up to 300,000 per unit)... including active master-deck tab cards. 
Super Elevator Files save up to 50% in time and space costs. They 
improve record controls and eliminate “slow-downs” caused by 
operator fatigue. For complete information 

on new low-cost large-volume 
record-keeping efficiency, 
call your local Diebold 
representative, or mail 
the coupon today. 


Ph , ® 
m | iebold 
F INCORPORATED 
ie 980 Mulberry Rd. S. £. + Canton 2, Oho 


N.268-Li 


Diebold. Incorporated 

900 Mulberry Rd, S. E 

Canton 2, Ohio 

Please send literature and case histories on 
Super Elevator File for records 


Firm 


Individual sumuinnis — 
Get the facts. Ask for case bis- 
tories reporting initial investment Street 
write-off in 3 to 18 months 


—— | State aia 
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of Commerce, New York University, 
spoke on “White Collar Blues.” The 
dinner meeting at the Hotel Belmont 
Plaza on the 18th featured an address 
by Perrin Stryker, member of the 
Board of Editors, Fortune Magazine. 
Mr. Stryker discussed “Details versus 
Delegation.” 


THE YORK, PA., Chapter of the Na- 
tional Office Management Association, 
meeting on January 9 at the Hotel 
Yorktowne, heard a discussion entitled 
“Let's Talk About Us,” presented by 
Richard Hamer, of the New Holland 
Machine Div., Sperry Rand Corp. 


THE OFFICE MANAGEMENT As 
sociation of Chicago has announced 
that General Carlos P. Romulo, Spe 
cial and Personal Envoy of the Pres- 
ident of the Philippines to the United 
States, and former ambassador to this 
country, will address the OMAC din 
ner meeting at the Conrad Hilton 
Hotel on February 14. Gen. Romulo 
will speak on “America’s Stake in 
Asia.” At the luncheon meeting on 
January 5, Wallace M. Carrithers, as 
sistant comptroller for the A. B. Dick 
Co., spoke on “Initiating and Directing 
the Office Work Simplification Pro 
gram.” OMAC’s annual past presi 
dent’s night was observed on January 
19 with a dinner at the Bismarck 
Hotel. The guest speaker was Jack 
C. Hodges, NOMA’s international 
president; his subject was “Communi 
cating With Your Employees.” 


THE SYSTEMS & PROCEDURES 
Association of America has announced 
that the general chairman of its 1956 
International Systems Meeting, to be 
held October 22-24 at the Bellevue 
Stratford Hotel, Philadelphia, will be 
Joseph A. MacQueen, systems manager 
and special assistant to the vice presi 


dent, Alan Wood Steel Co. 


THE NEW YORK CHAPTER, Na 
tional Association of Cost Accoun 
tants, held the first meeting of a new 
“Man Marketing Clinic” at the Na 
tional Cash Register Co. Auditorium, 
Rockefeller Plaza, New York, on Jan- 
uary 20. The new clinic is intended 
“to assist active and potential seekers 
of employment in improving their 
techniques for finding and landing the 
right jobs.” Meetings will be held each 
Friday evening, with Michael A. C. 
Hume, associate director of the chap 
ter, as moderator. 
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BORROUGHS DOES IT AGAIN 


“CYCLOPS” Swing-Door 
Storage Cabinet 


takes the eye at a glance... makes nationwide hit! 


Baked-on enamel finish .. . choice of 5 colors 


1 handle 
does the 
work of 2 


Yes, from coast to coast the Borroughs “Cyclops” cabinet has 
been acclaimed the best looking and best-value swing-door 
storage cabinet on the market. It’s ‘way out in front! It's another 
Borroughs winner. Gol..visit your dealer today and see this 
champion for yourself. Open and close its smooth, safe-like 
swinging doors. The price?...well, you'll be surprised . . costs 
less than you would expect to pay for such a fine quality product. 


PATENT APPLIED FOR 


3 “Cyclops” models to choose from 


BORROUGHS 
storage 
cabinet 


No.61801—36"« 78x 18” 
No. 62401 —36"« 78x24” 
Stores supplies from view 
in an efficient, neat and 
clean manner—plus gen- 
vine security. 


BORROUGHS 
combination 
cabinet 


No. 61803—36"« 78" 18" 
No. 62403—36'« 78x24" 
Serves the dual purpose 
of wardrobe and supply 
cabinet, with complete 
security and protection 
to supplies ond clothing. 


All 3 styles are convertible, with interchangeable interior parts. 


No. 6180236" «78x 18" 
No. 6240236" x 78''« 24" 
Holds 12 or more heavy 
coats without crowding 
Clothes hang full length 
and remain clean. 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF 


AMERICAN METAL 


PRODUCTS COMPANY OF 


DETROIT 


3036NORTH BURDICK amp KALAMAZOO, MICHIGAN 


@mp Plonts ond other Subsidiaries: (American Metal Products Co.—Detroit, Michigon—Union City, Tennessee) (AllianceWare, Inc.—Alliance, Ohio 
Kilgore, Texas—Colton, California) (General Spring Products, Lid.—Kitchener, Ontario, Canada) (Tube Reducing Corp.—Woallington, New Jersey) 


Manufacturers of quality products for automobiles, trucks, aircraft, offices, factories, worehouses, and homes, 
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Ask your maintenance man or janitor supply house for one of 
the many fine waxes on the market containing ‘‘Ludox”’ col- 
loidal silica—Du Pont’s anti-slip ingredient for safer floors. 
E. I. DU PONT DE NEMOURS & CO. (INC.), GRASSELLI CHEMICALS 
DEPT., WILMINGTON 98, DELAWARE. Jn Canada: DU PONT COM- 
PANY OF CANADA LIMITED, BOX 660, MONTREAL, P. Q. 


*€6.u. 5. pat orf 
BETTER THINGS FOR BETTER LIVING . 


. THROUGH CHEMISTRY 
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Books 


How to Find and Use 
Business Information 
Marian C. 
librarian in the 


Manley, for many years 
Newark, 
Library, has written a 


d business 
N. J. Public 
book called Business Information: 
How to Find and Use It, which 1s 
published by Harper & Brothers, 49 
F. 33rd St., New York, and is priced 
at $5. 


obtaining business information from 


The book offers guidance in 


such diverse sources as government 


bureaus, trade associations, industrial 


directories, and business libraries. 


Punched Card Annual 

Volume Four of the Punched Card 
innual has been published by The 
Punched Card Publishing Co., 502 
Maccabees Bldg., Detroit. The book 
contains 200 pages of information on 
punched card uses, including systems 
and forms design, with numerous de 
tailed case histories and equipment 
descriptions. The introductory article, 
“The Office,” is by Dr. 
C. C. Hurd, nationally known expert, 
and now 


Electronic 
director of electronic data 
machines for the Interna 
tional Business Machines Corp. In 
addition the 


proc essing 


three volumes 


Each 
available at a price of $7.50. 


prev 1OUusS 


have been reprinted. issuc 1S 


Converting to Electronic Accounting 

Idministering a Conversion to Elec- 
tronic Accounting, by Harold Farlow 
Craig, Assistant Professor of Business 
Administration at the Harvard Busi 
ness School, is a study of administra 
tive problems involved in introducing 
major technological changes into the 
The book 


IS Written aS a case history of an in 


offices of a large company. 


surance company. It treats numer 
ous non-technical aspects of the conver 
sion problem, including such matters 
as promotions of individuals with due 
respect to the job requirements, tradi 
tions of seniority, salary scales, and 
interpersonal relationships; divisions of 
the work load; employee morale; mak 
ing job changes; and other matters. 
Mr. Craig reports, in detail, a number 


of significant 


conversations between 


company executives chosen to reveal 
attitudes and principles having an im 
portant bearing on the main problem. 
The book is published by The River 
side Press, Cambridge, Mass. It is 
priced at $2.50. 
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with the EDITORS 


NOW that our first Yearbook issue 
is out of the way, we can look back 
on its preparation and achievement 
with a slightly more judicious eye 
than was possible during the birth 
pangs. We feel proud of the infant 
(which, incidentally, was the larg 
est issue of Office Management ever 
published ). We're pleased and flat 
tered that the initial reaction from 
our readers was quick and enthusi- 
astic. So far, we're glad to report, 
we've had no reader criticisms at 


all, although some will undoubtedly 


make their appearance soon. Like 
any other venture, the Yearbook 
was bound to have some rough 


spots, some inadequacies, but we 


feel there weren't too many. 


HOWEVER, as always, we're open 
to suggestions from any and all 
readers as to what should be empha 
sized more heavily, what should be 
played down, what should be add 
ed or completely subtracted in the 
1957 Yearbook. 


INCIDENTALLY, when readers 
tell us, as a gratifying number 


have, that they found the Yearbook 
a good job, and a valuable addition 
to their reference library, they are 
in effect complimenting a small but 
representative cross-section of their 
own group. Before compiling the 
Yearbook, we polled a number of 
our readers, asking their opinions 
concerning our line-up of major top 
ics. We were guided in our final 
work by their opinions and valued 


advice. 


THE YEARBOOK for 1957 is, of 
course, being planned now on the 
basis of the experience we gained 
in readying the one for 1956. But 
there are a number of regular issues 
between now and then, and they 
have to be planned, too. To take a 


quick look at the credo that will 


guide us between now and the next 
Yearbook issue... 
FIRST OF 


porting the news. There's a lot ot 


ALL, we'll continue re 


news in the office management field 


these days. It’s increasing every 


month. We have moved from an 
area where values and opinions were 
fairly steady and fairly orthodox 
year in and year out, into a position 
where imagination and ingenuity 
are important and desirable qual) 
ties. We have changed over, in 
other words, from a static position 
and profession, to a dynamic one, 
The race is to the swift in the ofhce 
these days. The “swift,” that is, 
who have solid background knowl 
edge, too, and base their innovations 


and experiments on that knowledge. 


ALL. THESE CHANGES 


news; we'll bring that news to you 


make 


as it occurs. 


BALANCING THIS DIET will be 


what newspapermen call “dope 


pieces” interpretive, news behind 


the-news articles. Articles that give 
a background on the topics that will 
make 


within a matter of months 


news—at least in the editors’ opin 
ions will make news. This is second 
guessing, granted, but the degree of 
success with which it is done is to a 
very large degree the criterion of a 
magazine's value. News is always 
important, but having advance in 
formation and background on the 
subjects which in a short time will 
be making the news is perhaps even 
more 


important in a_ professional 


mMapazine. 


THAT's our platform for 1956, 


{2 obec} ") ~~ Ss 
Editor 
Robert Beeman, Managing Editor 
Thomas V. Murphy, Editoran-Chief 
Geyer-McAllister Publications 


Developing Human Skill 
Professor Robert L. Katz, of the 
Amos Tuck School of Business Admin- 
istration, Dartmouth College, Hanover, 
N. H., has prepared an article describ 
ing a program by which executives can 


more effectively 
with others. Developing Human Skill 
Effective 
ness, is available from the Amos Tuck 
School, 


be trained to work 


Improving Administrative 


Hanover A bibliography is 


included 
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She's heard that ‘‘America docs business on 
¢ Nekoosa Bond.’’ Now she knows why. Her typing > Hehoate Gene 
: looks crisp and clear, her letters are a joy to behold ; —— _ RR 
and erasing just doesn't show. ow business , 
Why not make Nekoosa Bond your paper choice, 


too! Get all the prestige of a famous watermark— 
plus distinctive appearance and unusual durability. 
Your printer or Nekoosa paper merchant has it in 
your choice of a dozen colors—for letterheads, 
envelopes and most of your other business forms. | 


Nekoosa Mimeo @ WNekoosa Manifold @ Nekoosa Offset 
Nekoosa Master-Lucent © Nekoosa Opaque 
and compamon ARDOR Papers 


Nekoosa Bond © Nekoosa Ledger © Nekoosa Duplicator \  — oe) EF= | — 


NEKOOSA-EDWARDS PAPER COMPANY @ PORT EDWARDS, WISCONSIN 


For More Information Use Readers’ Inquiry Coupon on Page % OFFICE MANAGEMENT 


ar vs ary 7 
“eg LA, “4 
o 7 A + 4 
; a a 
eee _ = Hae 4 rae ii — 
eS x a . | ; 
oe a Pena : ro a i i. si a 
| Oh, 
* a 7 hoc ee et a ny a 4 
; d al ye Pj eee? 2 " ‘ 
; ey th cal F (a 
P r oP * ae | if 
+i TT tT 
=e ; bry “aa 
Sue 1 — M4 -; 
; . > : f ae . sf 
‘i — j 
5 + te 
: 4 ay hl a / -_ 4 
a , 7 , p 7 
ae g q 
=a Vf 
y=] ieee ~, 
"oie (4 , 
ees Ab. 
; j 
/ \ 
| | 4 iw a ise a 4 P oe Tey eae Bhd, ‘ Sma 4 = > ’ ili ek an 
| me, o> by, a i A ee" 7 YC) é : » TT \ #6 
. us a. ‘ ) , BS 
; Pp t tT! e z a 2 ie au Be. i “—— «ae | mis aR q 1a | ae me 
‘af CNA . 
a. ME oc 
4 
i eeeee—CSCSSCs 
“hy 22 a 
i | oe), iF °C a a 


FEBRUARY 1956 


editorial 


Clear, concise, even eloquent 


Plain Speaking 


SOMETHING which makes the job of editing Office Management easict 
than it might be, and also adds immeasurably to the value of the magazine to 
its readers, is the number of people in the ofhce management fe ld who can 
write—and speak—well on the special phases of office management which 
engage their attention. 

It isa phenomenon worthy of Spec ial note that ofhce manapement abounds 
in executives expert in the problems of the office and their solution, and blessed 
with the ability to put into words tor others’ benefit their own observations 
and accomplishments. Plain speaking clear, concise, even eloquent, fitted 
to the needs of an ultra-busy era, revealed in an astonishing number of reports, 
seminar. forum, and convention talks, and articles all coming trom people 
involved in the steady progress of ofhce management techniques and con 
tributing tremendously to that progress here is something for ofhce manage 
ment to be proud of! 

There is something in the challenging atmosphere of today’s office which 
inspires men to this special effort for intelligent discussion out of which al! 
real progress must come. How often the man who gets things done is dumb 


on why or how he does it! His ability, his special talent, his experience rarely 
} | 


come to the knowledge of any large group of his colleagues. The medical 
profession, long given to publication of achievermemt, is filled with brilliant 


doers who cannot communicate what they have done half as well as the men 


active in the far younger held of office management. 


Office Management considers itsel! lucky in being able to draw on all those 


1 ' 


in its field who get things done and can tell so well how they did it! 
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There is a danger that control groups may spend more on redesigning little-used 
forms than can possibly be saved by the improvements achieved. 


Part 1; 


Korms—their design, control, usage 


The communications links of the office, forms are also 
the largest item in office overhead. That's why the im- 
portance of the forms control unit can’t be overestimated 


by George Biek 


Forms Control and Design Supervisor, General Foods Corp., White Plains, N. Y. 


The author, before joining General 
Foods, was an industrial and standards 
engineer with Sperry Gyroscope. 


24 


TODAY, many of America’s large cor 
porations have recognized the need to 
control the forms of their organization 
and have taken steps to achieve this 
control, According to Federal Labor 
Department statistics the nation’s cleri 
cal force increased 64 percent from 
1940 to 1955, more than twice the 
average for all categories. 

Forms are their most important tools 
of clerical work. 

Even when there is a forms group, 
most companies do not put sufficient 
stress on this important function a! 
though management must rely upon 
forms to keep track of all operations 
and for practically all the facts upon 
which it bases its decisions. Properly 
designed forms and the elimination of 
those which do not pay their cost in 
savings will go a long way toward 


keeping down this the largest item of 
office overhead. Few companies can 
afford reports which give information 
that is “nice to know” but provides no 
basis to increase sales or reduce the 
cost of operation. However, regardless 
of the size of a company, forms should 
be carefully watched by someone, or 
they can cause hidden losses that will 
go unrecognized. 

At the same time, a records retention 
program should be considered to cut 
down on storage expense while select- 
ing and retaining those forms which 
may be needed for tax and other pur- 
poses where their non-availability could 
prove costly. 

Once it is decided to have a forms 
control group it should be organized 
to report to top management. Its value 
will be largely determined by the per 
sonnel comprising the group. Unlike 
many jobs in a company, there is con- 
siderable opportunity for initiative in 
a forms control job and the results will 
be in direct proportion to the amount 
of experience and judgment used. 

There is a definite danger that a 
forms control group may become too 
academic, looking for improvements 
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that seem to offer savings, but in prac- 
tice, save little or nothing because the 
time spent in analyzing the forms may 
exceed the savings made. By eliminat 
ing typewriter strokes and arranging 
for the minimum number of typewriter 
stops, we may claim a savings of 10 
percent, but in practice, the employee 
will still turn out the same number of 
copies in a day and there is still the 
same number of employees. The quan- 
tity in which a form is ordered should 
be a guide as to how much time can 
profitably be spent in trying to simplify 
and reduce the cost of preparing and 
using that form. 

Forms control and procedures analy- 
sis are diffcult to separate in practice. 
The more methods experience a forms 
control man has, the larger the savings 
he will achieve, both in money and 
time. It is claimed that the cost of pro 
cessing a printed form is from ten to 
twenty times the cost of printing. It 
should be obvious that the real saving 
opportunity, then, lies in the process 
ing of the form. And that is where 
methods experience comes to the fore. 
Thus, reducing the cost of processing 
the form by ten percent or less can pay 
for the complete printing of the form. 

As competition becomes keener and 
companies grow larger, there is a ten- 
dency to increase the number of forms 
to gain closer control of operation and 
costs. In addition, the government re 
quires many reports for tax and sta- 
tistical purposes. There is a definite 
trend among larger companies toward 
decentralization. This, in turn, greatly 
increases the number of forms because 
there is too little central control over 
procedures and any standardization 
that previously existed gradually dis- 
appears. Each manager is held respon- 
sible for the results he obtains; top 
management is not too interested in 
uniform procedures as long as the local 
manager gets results. 

There are many theories or rules 
concerning forms which may or may 
not apply in specific cases. It is largely 


through 


experience that we know 


which rules to apply. Many rules could 
apply to the design of a form, all at 
the same time. However, we may 


draw an analogy from physics. In 
mechanics, when we have a number of 
forces acting on an object at the same 
time, the resultant of all these forces 
usually approximates the direction of 
the largest force and overshadows all 
the others which are much smaller in 


ntensity. In the same way, in forms 
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control one rule will apply to the ex 
tent that the influence of all the others 
will have little or no bearing on the 
final design. Only experience can tell 
which rule should be used. 

One of the most universally publi 
cized rules of forms control is to have 
as few forms as possible. The theory 
is that we can have larger runs, less 
paper work in ordering, easier handling 
in the stock room, ete. On the other 
hand, we have found that we can 
tailor our forms to suit a given opera 
tion in such a way that many of the 
items can be printed, thereby saving 
typing these items on a blank form. 
We often have four forms and more 
where we formerly had only a blank. 
In this instance, the savings in typing 
cost on each form outweighs by far 
the added cost of smaller runs, etc. 


“Rules” sometimes invalid 


Another universally accepted rule 
is that we should design our forms for 
typewriter Stops to save adjusting the 
typewriter by hand when making en 
tries. A survey showed that most of 
the forms used at our headquarters 


were used in small 


quantities, Of 
these, the most one employee would 
probably use each day would not ex 
ceed three. It is not likely a girl would 
set her typewriter for so few torms 
when she has many kinds of typing to 
uo. Furthermore, most of our forms 
are boxed in and are automatically set 
up for type stops. The rule here would 
be to design the form for the most 
economical use of the space in order 
to get everything on one sheet which 
would itself be the smallest standard 
sheet convenient for filing. With so 
small a quantity of a given form to 
print, it would not pay to spend too 
much time in trying to design a form 
lor the fewest typewriter stops. Should 
the usage later warrant it, it could be 
redesigned for that purpose. 


There is definitely a tendency among 


large companies for less centralized 
control and more reliance on the local 
management. Therefore it is not a 
“must” from top management that all 
forms pass through Forms Control be 
fore being printed. This is all the more 
reason why the forms section must do 
a good job in order to sell everyone on 
dealing with the section for his forms 
needs. As long as the forms section 
can he of real help in designing efh 
cient forms, obtaining lower prices, and 
quick service and can offer suggestions 


to simplify procedures as well, it will 


be that much more effective and valu 
able to every part of the company. A 
department which continues to grow 
under these conditions is unquestion 
ably doing a good job and saving con 
With so 
many departments “budget conscious,” 
they will voluntarily deal only with a 
forms control section which can help 


siderable time and money. 


them to reduce expenses. 

No matter how careful we try to be, 
errors are bound to creep in trom time 
to time. Then, too, requests for forms 
may be misinterpreted. We have set 
up simple systems which minimize 
these possible errors. To begin with, 
we never reprint a form without first 
contacting the author to make sure he 
is not contemplating a change or that 
requirements have not changed in a 
way that would increase or decrease 
the printing quantity. In addition, all 
copy is checked by the author of the 
form before printing. Errors are rec 
ognized much more readily if the per 
son who designed the form checks it 
than if we employed a proof reader. 

Our duplicating orders include a 
copy used by our Central Typing sec 
tion. Since we do the composition 
work on all forms, this copy would 
normally be destroyed, but we use this 
copy to notify the originating source 
whom to call! for delivery, how much 
time to allow for reordering, and also 
This in 
formation is given him in addition to 


the print shop job number 


all printing and delivery instructions. 
This copy is forwarded within a day 
of preparing the duplicating order so 
there is ample time for the recipient of 
the form to contact the shop before 
printing has started if he wishes to 
make any changes. These simple safe 
guards have added little to the process 
ing time of the orders and have proved 
very valuable. 

In the final analysis, the amount of 
savings, whether in time or money, 
should be the test of the value of a 
department to a company. On this 
score, our forms control section has 
saved many times our cost, in addition 
to reducing the time required to obtain 
forms by 75 percent. The latter factor 
represents savings dificult to measure 
in dollars and cents, but it alone could 
justify our existence in the company. 

We prepare copy for many of our 
torms in order to save time in prepara 
tion and to make changes more quick 
ly. We are no longer as near printers 
since we moved from New York City 
to White Plains, but we have found 
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that we can prepare forms at much 
less cost than outside sources. Internal 
forms, which comprise the largest 
group, can be prepared with the use 
of a drawing pen and board, Varitype, 
phototype, zipa-tone, etc. for photo-off 
set re produc tion. Care should be taken 
to keep the ruling pen sharp for fine 
lines. The lines should be as fine as 
possible so that the information filled 
in on the form will stand out, 

As with any equipment or group, the 
busier they are kept, the lower the unit 
cost. Idle time can quickly reduce the 
savings made. Our idle time is kept to 
an absolute minimum through various 
means. There were times when we did 
not have enough forms work and in 
looking about for other work, we ran 
upon organization, flow and statistical 
charts that were being prepared by out 
side agencies at considerable cost to the 
company. We had all the equipment 
and techniques necessary. Now we 
have had continuous work for one 
forms specialist almost exclusively on 
charts for discussions, publications and 
lectures. We have the added advantage 
of extreme flexibility in making changes 
and working against time for quick 
completion. We charge for our services 
and we must not exceed what an out- 


side printer would charge. When time 
does not permit, we can send work out. 

We have made it a practice to have 
practically all forms which reach the 
customer prepared outside the company 
for the prestige value implicit in a 
letterpress form 

In our organization we have a small 
print shop, and although most of our 
printing is done outside our own print 
shop, we have found that we can very 
often save considerable time by doing 
our own printing on smal] quantity 
orders. Our auditing department made 
a study of our print shop and found 
that on sma!! orders our costs were 
lower. Our company is large enough 
to keep a limited number of small! 
presses busy and at the same time we 
can get quick service. Ninety-two per 
cent of the orders we do in our own 
shop are for quantities of 5,000 or less. 
One of our cardinal rules is to send the 
print shop only the simple forms which 
require no more than punching and 
padding. Jobs which require special 
equipment we do not have, such as die 
cutting machines, perforating units, 
etc., are sent out to be done entirely on 
the outside because the trucking and 
handling offset any saving we may 
make in doing our own printing, and 


4 


When there wasn't enough forms work to keep us busy, we took over 
organization, flow, and statistical charts. 
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then sending partially prepared forms 
for special work. 

In connection with our own shop, 
we prepare all our own metal and 
paper plates. Thus on reprints we cut 
down on preparation time as well as 
the cost of producing the plate. We 
also have photostat, Ozalid and Xerox 
equipment in this group for quick 
service, 


Advantages of preparing own forms 


Ours is not a true print shop inas- 
much as our presses are office machines 
and do not require highly skilled help. 
Therefore, our labor costs are lower 
than a professional printer’s. In addi 
tion, we have the following advantages 
which a private printer does not have: 

1. No trucking charges. 


2. No planning necessary to gang 


print for lower costs. 

3. No plate making costs on re-runs. 

4. Simple, quick means of setting up 
the presses. 

5. Fewer instructions needed on spe 
cifications because the job can, if neces 
sary, be discussed with the press man 
to make certain he understands what 
is wanted. 

6. Lower inventories and less cost 
through obsolescence of forms because 
of the quicker deliveries and the lower 
cost of duplicating. We often make a 
job lot of a form, i.e. deliver all printed 
forms direct without storing them in 
the stock room. 


7. Cost of sending copy and corres- 
pondence practically nil. 

8. Less red tape. Only a duplicating 
order is required in our shop. With 
outside printers there are specifications, 
purchase orders, invoices, checks, etc. 

9. Follow-up is very simple on late 
deliveries. 

10. Secrecy in producing copies of a 
confidential nature is possible. 

Savings in time can be almost as 
important an argument for complete 
internal preparation of forms as a sa\ 
ing in money. Thus we do not need to 
follow up as often with our shop as 
with an outside printer. This is due in 
part to a shorter printing time for an 
internal print shop. In our own in 
stance, it is in the ratio of one week 
compared to one month for our con 
tract printer. We assign job numbers 
numerically, so they are automatically 
in chronological order and it is there 
fore easy to locate work in progress by 
merely looking at the job number. 


(To page 92) 
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How to write 


The rules are simple: determine its end use; make a 


a vood report 


= 
( 


good outline; write your entire draft before you begin to 


ALTHOUGH A BUSINESS EXECU 
TIVE in almost any kind of position 
may have many functions to perform 
in carrying out his job, there is one 
function that can at times cause him 
more sweat and tears than all the 
others put together—the writing of a 
special assignment report. If this is 
true in your case, you will probably 
seck comfort in the fact that you are 
primarily a business administrator, not 
a writer 

Nevertheless, the complexities of 
modern business impose a growing de 
mand for information of many kinds 
on which decisions for action can be 
based. And since such information 
to be useful must be communicated up 
through and within the management 
level, written reports are inevitably re 
quired. 

When you are called upon to pre 
pare such a report—for your associates, 
or perhaps a board of directors—it is 
always advisable to do the best job 
possible, for a written report can often 
turn out to be an important document. 
It is obviously desired by someone, or 
he would not have asked for it; and 
it will almost certainly be used for 
some particular purpose which is im 
portant to someone in the organization, 
The first step in preparing the report, 
therefore is to tind out why the report is 
wanted, what is expected of it, and 
how it will be used. 

With this information at hand, 
there should be no great problem in 
determining your approach to gathering 
the data and other material you need to 
put into the report, or even in prepar 
ing an outline form that will guide 
the organization of that material into a 
logical pattern tor presentation, for 


* ! 


at this Stage you have not yet assumed 
pose of a writer, and in fact you 
may have had to do pretty much 


the same things many times in the 
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worry about fine details and polished style 


by John R. Mayer 


Reports Editor, Ebaseo Services, Inc.. New York 


past——purely im your role as a business 
administrator—in preparation tor a 
group conference around a table. 

Of course it is true that an outline 
plan of organization for your material 
is of considerably greater importance 
to the success of your written report 
than the notes you may jot down 
for guidance in a conference. A 
poor plan may lead to a report that 
contains a large volume of detail not 
really pertinent to the report's pur 
pose. It may also result in an illogical 
or haphazard sequence of thoughts, or 
incomplete treatment of subjects that 
require exhaustive analysis to achieve 
the assigned objectives of the job. 

Whatever the purposes may be of 
the report you are working on, to 
accomplish them requires presentation 
of your facts in a logical and orderly 
sequence, at a depth appropriate to 


the nature of your subject and the 


needs of your reader. The necessary 
a. - - | 
y ft 
4 nit 
{ } | 
Te ni 
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clarity of presentation and proper loca 


tion of emphasis can be achieved only 
planning of the report stru 
ture The surest way to produce a 


by caretul 


report that is neither clear nor con 
vincing 1s to begin writing it without 


' ; 
a com pict and carefully worked out 


p in 
Yet ce spit the importance ot pian 
mng in successiul report writing, it 


is nevertheless true that the ability to 
pre} 
no necessary relat onship to writing 


are a plan as just discussed bears 


talent. Such ability ts essential in al 
most any kind ot endeavor, for it 1s 
basically just a matter of logical think- 
ing and knowing betorehand exactly 
what you are trying to accomplish. 

Now. however, you arrive at the 
stage where you are goimny to attempt 
to put down on paper everything you 
have to say on your report subject in 
the form of a rough dratt This is 
where the hard work begins tor many 
executives faced with a report writing 
job. But if you will keep in mind 
a few fundamentals relating to rough 
draft preparation, the task of writing 
may turn out to be not quite so forbid 
ding as it appears, 

To begin with, even if you are the 
most experienced report writer and 
are working from the best possible 
outhne, you cannot hope to put down 
on paper a pertect manuscript with 
your first effort. Your text is certain 
to contain defects in precise location of 
material, degree ol emphasis, extent 
of evaluation, sentence and paragraph 
construction and, of course, grammar 
and writing style You are theretore 
attempting the impossible if you try to 
hammer out a finished product right 
from the start He ontent with first 
getting down on paper all your facts 


ind thoughts i rapidly as possible 


lo do th sucee sfully you should 
follow just i losely as pos ible the 
outline previously prepared, Presum 


ibly you ha c put enough work and 
thought into that outhne > that t 
will pro ide you with a pattern of 
organization suited to the job you must 


do. Hence. if you are to benefit from 


that preparatory work, you must not 
change course nov 

Occasionally, tor some reason pecul 
iar to that part ilar job, the outline 
prepared will just not seem to work 
properly is the writ Z progresses. In 
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Part I: 


How you can read faster 


while learning more 


by Dr. Nila Banton Smith 


Director, Reading Institute, New York University 


IS YOUR DESK piled high with 
memos, financial reports, correspond 
ence, bulletins, advertising material 
which you don’t have time to “wade 
through’? Do you tote a bulging briet- 
case home each night filled with left 
overs that you aren't able to read during 
ofhce hours? Do the business mag 
azines which you subscribed to in an 
earnest desire to keep abreast with de 
velopments in your field often lie un 
opened because other demands crowd 
them out of your daily program? 
Would you like to know what a 
halfdozen leading minds are think 
ing about some current event which 
may affect your business decisions? 


Are you continuously lamenting, “I 


can't read all that [ should. I just 
don't have the time!” 

It you are like most business men ot 
today, you probably answered all of 
the questions at once in the afhrmative. 
It's a generally recognized fact that 
the modern business man is enmeshed 
in a never-ending combat with printed 
words. There they lie before him in 
continuing accumulations, and it is 
imperative that he read these ever 
mounting piles of print in order to dis 
patch the daily activities in his of 
fice efficiently, and in order that he 
may obtain the broader information 
and insights which contribute so 
mightily to the success of his particular 
enterprise. The opinion of corpora 
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tion presidents as expressed in a recent 
discussion held by American Manage- 
ment Association was that not less than 
25 percent of an executive’s time is 
spent in reading in connection with his 
business. At other levels, the consen 
sus was that business employees spend 
at least two hours of each workday 
in some form of business reading. 

It would appear then that reading 
is one of the most important tools 
which the businessman uses in his 
daily work. No doubt he goes to 
great length to install new machines, 
gimmicks and gadgets in his office, 
business establishment or plant in 
order to ensure more speed, accuracy, 


and perfection in turning out his pro 


Twenty-five per cent of an executive's time is spent in reading; any increase 
in reading speed will aid him in his work, and in “keeping up” 
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ducts. Does he do anything about in- 
stalling an improved tool in reading? 


He can and should! 


age ol horizons: 


new horizons in industry, new hori 


This is an new 


zons in business, new horizons in 


transportation and communication 
Practic 


lite 


and new horizons in reading! 
have 
tech 


ally all phases of American 


been subjects | to streamlined 


1 


niques in atte! | velop higher 


tempos and taster than were 


known 
Oo In 


current oj 


twenty-five even ten years 


" midst this fast-moving 


American living, most busi 


nes men arc using the reading 


techniques in their offices which 


acquired as children in grade schoo 


many years apo, Asa consequence, they 


) along it 200 or 250 words per 
could 
rate to 500 or 600 words per 
Why I] 


not install 
in reading wh 


t 


nute when they Casily 1ise 


min 
an improved too 


ich will mesh in with the 


tempo of the other modern equipment 


In your ofhce ? 
Where do we start? 


How can you do this? There is a 


new art of re iding T his new art has 


irisen during the last few years in re 


sponse to ; -eply-felt need by adults 


throughout America to read faster and 
better. In this book T shall explain to 
you some of the most basi techniques 
n this new art of rapid, effective read 


ing, and will provide you with sele 


tions to which you may apply the new 
technique ‘. 


| 


Reading is a skill just like golf, and 


¢ to work at it in order to 


iwh degree ol proh cn 
| 


this book explains the 


hold 


your reading 


you how to 


ny these tec 


nd mun 


led both in 


lantly, and 
rewal 
better understanding 


material 


you read?- 
ids ibout 50) 


\ lesser 


reader or a 


number 
indicates i slow 
ader. Very good readers read 
600 words 1 mint A very 
1,000 words 
isionally one finds 
ho reads 1,600 
1.800 words per minute, 
Speed, only 


Abi ver 


FEBRUARY 1956 


however. con 


sideration. printed 


This series of articles, of which this is the first, are excerpted from 
“Reading: A Business Man's Tool”, by Dr. Smith, which will be pub 
lished by Prentice-Hall, New York, later this year, at $4.00 a copy. These 
articles are offered through an agreement between Prentice Hall, and the 
Associated Business Publications, of which Office Management is a mem- 
ber publication, which makes it possible for ABP members to offer their 
readers faluable training in the techniques of rapid reading that are 
arousing so much interest in the business world today. 
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New airline office combines travel, 


banking, reservation facilities 


Kach ticket seller is responsible for all accounting at 


her work station in new Swiss Air Lines office, which 


combines continental glamor with modern efficiency 


LAVISH advertising budgets, steady 
streams of “glamour” publicity, and 
unrelenting hard selling have come to 
he recognized as pretty much the nor 
mal procedure in the fiercely competi 
tive airlines business. Along with the 
“sell”, however, has come a_ keen 
awareness of the public relations value 
of living up to claims, and of offering 
superior service, comfort and courtesy 


from the moment an inquiry 1s made 


right on down to the stewardess’ cheer 
ful “Good-bye” as you step off the 
plane. 

More than any other carriers, the 
airlines have exploited the public re 
lations value of handsome, efficient and 
comfortable sales offices. In practic 
ally every major city, the airlines ticket 
office presents a refreshing departure 
from the conventional architecture 


and decor with which it is surrounded. 


It is, in effect, one of the most effec 
tive “point-of-sale” display pieces in 
use today. However much flying 
may have become a routine part of 
our commercial existence, the moment 
you enter an airlines office there can 
be no doubt that what you are buying 
is a ticket to some grand enterprise. 
Swissair’s New York headquarters 
on Rockefeller Plaza—which has been 
described as “the most distinctive and 
unusual airline office in America” 
provides a top example of how a 
subtle combination of theatre and func 
tion in the decor and layout can re 
sult in a smoothly operating sales office. 
The office as designed has three 


Handsome Radio City headquarters features painting of Swiss subjects 
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functions: (1) to give Americans a 
favorable first impression of Switzer- 
land before they even get there, and 
to give tourists a foretaste ol the 
comfort and service they will enjoy 
on the way over; (2) to make the 
planning and implementation of the 
trip as easy as possible by removing 
as many barriers (currency, reserva 
tions, contacts, etc.) as possible at the 
outset; and (3) to give Swissair per 
sonnel the kind of working conditions 
that will permit them to carry on the 
all-important job of dealing with peo 
ple effortlessly and pleasantly. 
Completed a few months ago, the 
job of designing and redecorating the 
building’s interior was carried out by 
American and Swiss craftsmen work 
il 


g together. The result is a strik 
ing example of modern American de 
sign with a distinct trace of European 
influence. 

This pleasant combination of Old 
and New-World styles is evident the 
moment a visitor enters the broad, 
lofty entrance-hall at 10 West 49th 
Street, just off Fifth Avenue. On the 
left, besides the Swissair ticket count 
er, is a modernistic map of the world 
showing the airline’s various destina 
tions in Europe and the Near and 
Middle East. 

by way of contrast, the mezzanine 
and stairway are decorated with a 
series of 53 colorful paintings of tra 
ditional Swiss subjects. These pic 
tures were hand-painted on glass pan 
els by Noldi Soland, a Swiss artist. 
The pillars in the main hall are 
panelled with maple-wood and inlaid 
with wood carvings made by hand in 
the Swiss Alps. 

Also from the Alps is another in 
teresting feature of the building—a 
slab of rock carved out of the peak of 
the Matterhorn, which was then flown 
over by Swissair. 

Located within the same space-unit 
as Swissair’s facilities are the Swiss 
Tourist Information Center and the 


Swiss Bank Corporation. 


At the Tourist Center, trips may 
be arranged, reservations made at 
hotels, contacts established. The Swiss 
Bank Corporation exchanges curren 
cies, arranges deposits, and is the lias 
son center for commercial and finan 


business men. 


cial contacts tor 
This integration of all facilities for 
travel, with its added incentive for 


trafic in the office, was made possible 
(To page 90) 
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Each ticket station also serves as the semi-private oflice of the ticket seller, 

who keeps all figures on sales at her station, and also prepares complete cost 

accounting for customer for his entire itinerary. L-shaped desks serve as ticket 
counter, and “office”, 
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Why every company needs a filing manual 


Even the smallest office can benefit from written filing 
instructions, which lead to uniformity of procedures, faster 
training, better records control 


by A. A. Deter 


(fice Manager, lnsteuction Material Department, Linde Ale Products Co... New Vork 


WHY SHOULD YOU have a filing 
manual? 

To assure standardization and con 
tinued improvement in your hiling and 
your overall] records program. 

Because written instructions and 
written information are more perman 
ently accurate and enduring than the 
oral 


Writing — helps 


thinking ind statements It is an in 


overcome obscure 
valuable aid in bringing about a meet 
ing of minds. A manual provides a 
foundation on which to build worth 
while ideas and plans; the means for 
correcting that which is wrong; an 
instrument tor Hn proving that whic h 
is insufheient; and a medium for teach 
ing both fundamentals and advanced 
knowledge, 

\ filing manual can and should be 
your guide as to what has been done, 
what is being done, and what remains 
to be done in the records program. It 
will make possible technical filing by 
non-technically trained filing personnel. 
It also makes possible other compli 
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cated hling by anyone capable of fol 
lowing instructions. <A hling manual 
provides the groundwork for a gen 
eral understanding of records matters, 
thus improving service and the oppor 
tunities for effecting desired economies 
at all stages in the records contro} pro 


Filing manuals still rare 


Within 


a few years they have suddenly become 


Y 1S 18 «w aye O Manuals, 
his is the age of 


another of industry's indispensable 
tools. ‘Today there is a manual for 
the salesman, a manual for the ser 
iceman, a manual for the repairman, 
i manual for the engineer, in tact, a 
manual tor every type ol job or inter 
est. Fifteen years ago only the most 
progressive companies used manuals 
on a broad scale. And those manuals 
were rather primitive when compared 
W“ ith today’s issucs, 
The complex and overwhelming 
problems of World War II were re 
sponsible for bringing manuals into 


common everyday use. The war sent 


AbO? ¢ OBSTET 


millions of men and women trom all 
walks of life into both the services and 
industry. To say that they were in 
experienced and unprepared for their 
new roles is an understatement The 
Armed Forces helped meet the prob 
lem by successful application of ser 
vice manuals in their stepped-up train 
ing programs, and their demands that 
industry supply manuals of instruc 
tions to guide both skilled and un 
skilled servicemen in the operation 
of the complicated instruments of war 
that industry was producing. This 
also awakened industry to the realiza 
tion that there were vast untapped 
possibilities for manual use in business 
for both war and peace time efforts 
And so manuals came into general 
a ceptance 

In all phases oO! progress there 1S 
some time lag in individual areas. This 
seems to have occurred in the case 
ot manuals lor records maintenance. 
Manuals for this important routine of 
business are the exception rather than 
the rule. Unquestionably this is one 
of the predominant reasons why re 
cords maintenance in business became 
almost hopelessly submerged in the 
avalanche of paper work produced 
during the past hilteen years the same 
period during which we recognized 
and accepted the need for manuals for 


almost every other purpose. 


OFFICE MANAGEMENT 
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We are strugghng hard, in indus- 
try, to overcome the many problems 
connected with records maintenance. 
However, it seems that in some ways 
we are trying equally hard to avoid the 
correct approach to these problems. We 
are ignoring too many of the funda- 
mentals of records maintenance in our 
exploration of theories and in our de 
sire for short-cut systems as panaceas 
for the problems. Theories must be 
explored if we are to have progress; 
systems are essential to effi 1ency and 
savings, but fundamentals come first. 
And a filing manual is fundamental 
to good records maintenance and con 
trol. It is the best instrument that 
can be used to inform, to instruct, to 
insure uniformity of thought and ac 
tion, and to keep a program alive. 

Just in case anyone should question 
the justihcation of a manual for filing 
purposes, let us remember that the 
hling system of a company is one of its 
most valuable working tools—an in 
strument essential to its staying in 
business. 

It holds the important facts and de 
tails pertaining to the activities of the 
firm—information that can be called 
on at any moment to conhrm pre- 


vious courses Of action, to serve as a 


basis for decisions, or to help shape 


new or changing policies. 

It helps to get things done promptly, 
accurately and completely. 

It is a very important tactor in the 
successful operation of a number of 
units of a business at widely scattered 
points. 

Let us remember also that records 
control or records maintenance, as fil 
ing is now more universally called, 
has been and is still going through 
significant changes just as is every 
other facet of business procedure. You 
can't meet the changes in modern busi 
ness methods with word-of mouth in 
structions. It just can’t be done and it 
isn’t even tried in most procedures 
outside of filing. 

Every filing system, including a one 
or two-office system in a small firm, 
should have a filing manual or a rea 
sonable facsimile—even though it is 
just a page or two of simple instruc 
should be 

Without 


written instructions, filing systems de 


tions, iling instructions 


based on the written word. 
teriorate with time, changes in person 
This hay 


The re have 


nel, and oral explanations. 
I 

pens to the best of them. 

' 1] ' . 1 1 

wen excellent systems that failed only 


vecause there was no w ritten gu dance. 
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There was no reference to go to tor 
the differences of opinions that arose, 
the exceptions to the rule, the new, the 
unusual, and the need to meet chang- 
ing conditions in other procedures in 
the offices that affected filing. 


Manual insures uniformity 


With a real, live filing manual to 
guide the way, the errors that occur, 
the changes that are necessary, the 
new matters that arise, ectc., are im 
mediately corrected or recorded and 
new pages released to manual hold 
ers. Everyone has a guide for doing 
the same thing the same way and for 
making any necessary changeovers un 
iformly. There is no danger of some 
doing it one way, others another way, 
so that eventually the gulf widens until 
everyone does it his own way—at 
which time the system is dead even 
though it may lack proper interment. 

What is a manual? The diction 
ary defines a manual as “Of the nature, 
or design for, a manual, as a text; a 
small handbook such as may be car 
ried in the 


handled”. 


cription. 


hand or conveniently 
That is the formal des 
However, it is rather fuzzy 


when we consider manuals in the light 


of business requirements. To be more 
liberal and accurate in business lan 
guage, manuals are one of industry's 
newest and most valuable tools for the 
shop, field, and ofhce. 

Specifically, what will a hling man- 
ual do? A well prepared and actively 
maintained filing manual will 

1. Provide a definite source of in 
guidance for all who 
create, use, and file 


structions and 
records, It wall 
keep both management and worker 
It will 


establish uniform practices in the cre 


well informed simultancously. 
ation, processing, screening, retention 
and destruction of records. 

). Help bring to all an understand 


of the basic principles of good 


ing 
records control and a recognition of 
the resultant advantages 

3. Help immeasurably in traming 
filing personnel and, it prepared prop 
erly, others in modern records control 
and its effect on other routines. 

4. Help introduce a new or revised 
records control program. Fix author 
ity for its supervision and co-ordina 
tion between departments, 

5. Define the records maintenance 
ind control policies of the company, 

(To page 37) 


“I take back what I said about your not having a system, Miss Collins. 
Actually, you have things fouled ap very syste 


natically.” 
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Keynote is struck in entrance foyer by use of pharmaceutical objects as decorations 


Association office solves long, narrow space problem 


Executive offices feature metal-legged work tables 


**Railway’’ offices made 
spacious and handsome by 


color, lack of corridor— 


AS SLEEK and as modern as the tech- 
nical resources of the profession it rep- 
resents, the National Pharmaceutical 
Council’s new headquarters in New 
York represents more than a_hand- 
some ofhce, designed in a contemporary 
mood. It also demonstrates intelli- 
gent and imaginative use of space that 
presented problems to the decorator 
when the plans were first drawn. 
The Pharmaceutical Council's head- 
quarters, although it serves a large pro- 


fession, is a small office, which acts as 


a clearing house for information and 
ideas for and from manufacturers and 
distributors of pharmaceutical products. 
It also serves as a public relations cen- 
ter representing the interests of the 
pharmaceutical industry. 
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The space which the recently-opened 
offices occupy is long and narrow—a 


“railroad office,” which is entered 
through a narrow foyer extending at 
right angles from the main line of 


offices. As 


all too easy for the offices to take on 


such it would have been 
many of the disadvantages of the old 
railway flat—dimness, a blind, narrow 
hall, small, closed-in rooms. 
Hargreaves and Haigler, A.L.D., the 
New 


the new office, 


York designers responsible for 
have avoided all this 
through their plan of having each office 
open into the next, thus avoiding the 
need for a connecting corridor at all. 
In this way, each office is itself a unit, 
and also an entrance to the next office. 
Moreover, the light tones of gray and 
beige used throughout give the rooms 
an air of spaciousness. 

Accents against the prevailing mono 
tone colors are the plaid upholstery 
used on the furniture, and the function 
al but graceful apothecary jars, mod 
ern retorts, and other pharmaceutical 
objects used as decorative touches. An 
other note of contrast is given in the 
predominantly modern offices by the 
wicker wastebaskets and mail baskets 
at each desk. 

The note of openness and grace is 
carried forward in the offices by the 
furnishings chosen. Desks for the cler 
ical staff are single pedestal wooden 
models with a metal framework. Ex 


ecutive models are wooden topped 


work tables on metal legs. 
(To page 80) 


Wicker wastebaskets, mail trays lend informal note, as does 
generous use of growing plants in all offices 
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Bank of America opens electronic data 
processing center in San Francisco 


Bank personnel examine real estate loan registers turned out on one of the 
unit's two printers (above), the cathode ray tubes which are the “memory” 
of the first 702 ever installed in a bank (below) 
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Calitornia’s giant Bank of America, 
the nation’s largest, which in Septem 
ber, 1955 announced the development 
of ERMA, a high speed electronic 
bookkeeping machine, last month dem 
onstrated a new electronic data process 


ing center in San Francisco. 


Processing 90,000 individual real 
estate loan accounts for 66 San Fran 
cisco Bay area branches of the bank, 
the center employs an I.B.M. 702 elec 
tronic data processor, the largest elec 
tronic computer made. The San Fran 
cisco installation represents the first use 
of a 702 in a bank. 


“Processing” the real estate accounts 
includes computation of principal and 
interest, allocations to taxes and insur 
ance, and preparation of a current state 
ment for each loan account at the 
branch where it is carried. Machine 
time for processing the entire 90,000 
accounts is less than four hours. 


Real estate transactions are only the 
first program to be developed for the 
new center, according to Bank officials. 
Hundreds of thousands of Bank of 
America Timeplan loans will be pro 
cessed by the 702, as soon as machine 
programming = 1s completed for these 
transactions. 


“The electronic data processing cen 
ter,” bank president S. Clarke Beise 
declared at the opening of the center, 
“will also provide the bank’s manage 
ment with information which was pre 
viously difficult or impossible to obtain, 
except at prohibitive prices.” 


Basically, the handling of real estate 
loan transactions through the new cen- 
ter is carried on through the following 
sequence: 

The individual customer mails or 
takes his loan payment to the branch 
from which the loan was obtained with 
his coupon card (a monthly punched 
payment card detached from the cou 
pon book representing payments due 
each month on the loan). 


The note teller takes coupon card 
and payment, and receipts the custom 
ers coupon book, eliminating alto 
gether both a check on the loan account 
at the teller’s window, and calculation 


of interest by the teller. 
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Each day, each branch totals all cou- 
pon cards received, and sends the cards 
to the data processing center, At the 
center, card entries are put In sequence, 
and the information from them is re- 
corded on magnetic tape. 


The magnetic tape (daily entry tape) 
is then processed on ihe computer 
against master tapes containing all loan 
information to compute interest, enter 
all taxes, insurance, and assessments, 


and deduct payment on principal. 


Thus, a complete new updated loan 
file is produced on magnetic tape. The 
processing also yields other magnetic 
tapes which are used to prepare bor 
rowers statements and related docu 
ments. From these tapes, loan reg 
isters and borrowers’ statements are 
printed each day, and returned to the 
individual branches, so that each branch 
has a complete and current record of 


each loan at all times, 


First Kentucky installation opens 


Operation o! the first electronic com 
puter installation in Kentucky began 
recently at the Belknap Hardware and 
Manufacturing Company, which has 
installed an I.B.M. Type 650 Magnetic 
Drum Data Processing Machine. Bel 
knap officials said the 650 will be used 
primarily for billing, sales analyses, and 
payroll work at this time. Later, other 
accounting operations, including sales 
men’s commission computations, will 
be programmed for processing on the 
electronic unit. 


Census Bureau borrows Univae 


The Bureau of the Census, now con 
ducting an economic survey including 
studies of retail trades, manulacturing, 
and the mineral industries, is employ 
ing a Remington Rand Univae at the 
Los Angeles Home Office of the Pacitic 
Mutual Life Insurance Company in 


processing data involved in the survey. 


Although the Census Bureau has two 
Univacs of its own, the current survey 
involves so much research that it has 
canvassed all Univac installations in the 
country to gain supplemental process 
ing facilities. Pacific Mutual which has 
the only Univac available from private 
industry west of the Mississippi, ar 
ranged with the Bureau to let Federal 
technicians us its equipment hive 
nights a week on a twelve-hour shift, 
thus avoiding interterence with the in 


surance company’s use of the unit 

Army buys giant RCA unit 
The Army has purchased a $4,000, 
000 electronic data processing system 
cle veloped by the Radio ¢ orporation of 
America, tor stock control ot replace 
ment parts tor combat and transport 
The RCA system, known as 
Bizmac, took RCA 


years to ck velop, and is termed by the 


\e hic les. 


designers five 


company the “largest and most com 


prehensive Biant brain” yet made 


Filing manual— 


(From page 33) 


especially with respect to: 

a. The records program in general 

and the filing system in particular. 

d. Records storage centers and, if 

used, records transfer stations. 
Transfer of inactive records. 
Records storage centers and, if 
used, records transfer stations. 
Methods of disposing of obsolete 
and otherwise useless records. 

6. Define the responsibilities of each 
type of employee in records control; 
hroaden their views on the values and 
purposes of records; encourage general 
acceptance of the records control pro 
gram; engender a greater willingness 
for full cooperation all down the line. 

7. Assure smoother operation of the 
records program by outlining the re 
lationship between individuals and be 
tween departments and the necessity 
ind importance of cooperation to as 
sure its success. 

8. Encourage constructive criticism 
and Ug ge stions on records matters from 
em} loyees to whom manuals are issued, 

9, Prevent the deterioration in the 
records control program and filing sys 
tem that usually occurs in programs 
guided solely by word-of-mouth ex 
planations and instructions. 

10. Serve the same purposes as a 


ce medium for records matters 


FEBRUARY 1956 


that the dictionary and other manuals 


serve tor other business needs. 


11. Improve the service of the fling 
department to the users of the records. 
Reduce filing costs. 


12. Effect numerous economies in 
records routines, especially through the 
correction of those problems and faults 
that need not exist but which have 
come to be accepted as “one of those 


things” in records handling. 


How do you tackle the job of creat 
ing a filing manual? You do it with 
intelligent planning, exploration, plain 
hard work, and use of the most simple 
and understandable writing possible. 
The planning stages must take into 
consideration: 


1, Who is the manual planned for? 

2. Who will write it? 

3. What is the target date for re 
lease of the completed job or the in 
itial sections? 

4. What type of printing will be used, 
on what type of page and paper? 

5. What type of binders should be 
purchased? 


6. Should index divider guides be 
used to separate the different sections? 
It $0, how many, and what kind? 

Writing the manual is one part of 
) } ] ‘ 
Pi rchasing 


other materials that com prise 


| 
the joo. 


Al parts of the manual is the 


i 
| 1 
Intelligent planning must take thi 


into consideration. It 


therefore to consult the suppliers ot 
printing services and manual accessor 
ies in your planning stages to get the 
benefit of their experience and sug 
gestions. Call on two or three of 
each and make comparisons betore 
you jump to any conclusions or make 
any decisions or commitments, 

Who should prepare the filing man 
ual? In a small organization with only 
a few filing stations situated close 
to each other, or where only a very 
simple filing system is required, this is 
casy to determine. The office manager 
or one of his assistants should be able 
to prepare a manual of comparatively 
few pages that will explain suth 
ciently the records policy ol the firm, 
the filing system that has been a 
cepted, the basi principles of filing, 
and the mechanics of filing that are 
essential to the system in use. 

In the case of a larger organization 
with many filing stations, ofhces in 
distant cities, varied types ol files, of 
records of a highly technical nature, 
this matter may require more deliber 
ate thought and study. One person 

ith all the necessary quality tions 
may be able to do the job or it may re 
quire two or more who can combine 
their q ialification The requisites 

ining the ideal t 


for someone with 
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New business machines to be presented at OMAC show 


THE OFFICE Management Association of Chicago, which 


search, and employee communications wil] be discussed. 


ae is the Chicago Chapter of the National Office Management The exhibits will feature the newest in office equipment, 
f Association, will hold its fourteenth annual Seminar and services, and methods; these will be displayed by more than 
Jusiness Show at the Conrad Hilton Hotel, February 12th 125 leading companies. 
through 15th, in conjunction with Northwestern Uni Manufacturers of office equipment were asked to sub 
versity. The theme of the seminar will be “Administra mit photographs of products which are to be exhibited 
ah tive Management,” and such subjects as office electronics, for the first time at the OMAC Business Show. These pic- 
saci work simplification, records management, operations re tures are shown on this and the following pages. 
- 
er q New Auto-typist model 
The American Automatic Typewriter Co., 
j 2323 N. Pulaski Rd., Chicago, is introducing 
its new Model 5630 Selector Auto-typist, which 
is built to control any model of electric type 
writer, Push buttons permit the automatic typ 
ing of pre-selected letters or paragraphs. 


> Pushbutton telephones 
The Illinois Bell Telephone Co., 208 W. Wash 


ington St., Chicago, will show its line of push 


button telephones in a variety of colors. Push 
buttons are for intercommunications, signalling, 
or holding calls while talking on another line. 
“Hands-free” models will also be shown. 


q Executive's control panel 

The Office Equipment Co. of Chicago, 201 
W. Monroe St., Chicago, offers a control panel 
for executive offices. Pushbuttons are used 
to dim lights, open and close draperies, and 


control] television sets. The unit allows tele 


phone conversation trom any part of the room. 


aa: 


> Price tag marker 

The Victor Adding Machine Co., 3900 N. 
Rockwell St., Chicago, will exhibit its Mark-O 
Matic machine, which automatically prints 
price, tax, and code information on_ retail 
price tags. It is operated like an adding ma 
chine and will turn out any number of tags. 


q Offset duplicator 
The A. B. Dick Co., 5700 W. Touhy Ave., 


Chicago, will show its new offset duplicator 
Model 350. This machine has automatic 
controls for balancing ink and water supply, 
self-adjusting cylinders to accommodate dif- 


ferent paper weights, and simplified controls. 


> Duplicating supply cabinet 

The Heyer Corp., 1850 S. Kostner Ave., Chi 
cago, will present its Trend Cabinet, designed 
to provide a work base for duplicating equip 
ment and storage space for duplicating and 
other office supplies. The finish is designed 


to resist marring by duplicating fluids. 


(To page 44) 


OFFICE MANAGEMENT 
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a en 
ASE CONVERTIBLE 


OFFICE DESKS 
Better Built for Better Business 


LIQCITINIG TION : 
DIS] INA 4 dD ‘ 


Your offices assume an added air of distinction when equipped with 
modern ASE office furniture. ASE desks enable you to plan for tomor- 


row today. They offer you distinctive appearance, most efficient work 


organization and maximum flexibility. Every ASE desk may be arranged 


to suit the work-needs of the user . . . now and in the future. Tops can 
be changed as required .. . drawers can be rearranged as desired .. . 
convenient accessories may be added. 

If you are planning the purchase of new or replacement 

office furniture it will pay you to see your ASE Dealer 

today. His stock is complete .. . his pre-planning service 


can be extremely valuable. 


See the smart, new ASE steel furniture at your dealer's 
"' 


¥ 


Write for catalog and complete information 
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Coming Events 


Western Computer Conference and 
Exhibit. San Franciseo, February 7-9. 
Sponsors: American Institute of Elec- 
trical Engineers; Institute of Radio 
Engineers; Association for Computing 
Machinery. Place: Fairmont Hotel. 


NYU Middle Management Executive 
Development Program. New York, 15 
Tuesdays beginning February 7. 

Sponsor: New York University. Place: 
Washington Square Campus, NYU. 


js Sig 
* 
7 ALi 


TRADE-MARK @ 


_— 


PAPER DRILLS 
9 styles — in hend, 
feet, and power 
models 


PAPER CUTTERS 
1) models 7 sizes. Bench, 
floor, semi-hydroutic, and full. 
hydraulic models 


Dealers in all 
Principal Cities 


OMAC Business Show. Chicago, Feb- 
ruary 12-15. 

Sponsor: Office Management Associa- 
tion ot Chicago. Place: Conrad Hilton 
Hotel. 


LSU High-Speed Computer Confer- 
ence. Baton Rouge, February 14-17. 
Sponsor: College of Commerce, Louis 
iana State University. Place: Pleasant 


Hall, LSU. 


AMA Personnel Conference. Chicago, 
February 15-17. 


Sponsor: American Management As 


sociation, Place: The Palmer House. 


PAPER CUTTERS 
PAPER DRILLS 
PROOF PRESSES 


Supplement your printing or duplicating 
facilities with Challenge time-saving equipment. 
By enabling you to do your own paper cutting, 
drilling, and proofing right in your own 

shop, Challenge helps eliminate the cost of 
outside ‘paper work'’. Saves you money on 
office forms, price lists, catalog sheets, direct 
mail, etc. And Challenge equipment is so easy 
to handle your present office boy or girl can do 
the job . . . quickly, economically, efficiently! 


Mail coupon 
for specific 
information. 


“1 

| 

THE CHALLENGE MACHINERY CO ' 

GRAND HAVEN, MICHIGAN ; 

‘ Dad Send details as checked below: i 

(_) Paper Cutters () Paper Drills 1 

C) Proof Presses () Paper Punches i 

NAME. i 

FULL ADORESS : 

PROOF PRESSES = Y 

Full selection of 5 

styles 5 sizes 800 i 
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Seminar, “Electronics for Business.” 
Milwaukee, February 16. 

Sponsors: Milwaukee Chapter, Sys- 
tems and Procedures Association of 
America; Marquette University. Place: 
Marquette University. 


1956 British Industries Fair. London 
and Birmingham, England, February 
22-March 2 and April 23-May 4. 

Sponsor: British Industries Fair, Ltd. 
Places: In February, Earls Court, Lon 
don. In April, Olympia Hall, London 
(office and other equipment), and 


Birmingham (heavy industry ). 


LSU Personnel Management Confer- 
ence. Baton Rouge, February 23-24. 
Sponsor: College of Commerce, Louis 
iana State University, Place: Pleasant 


Hall, LSU. 


CIA Southern Regional Conference. 
Edgewater Park, Miss., February 23- 
25. 

Sponsor: Controllers Institute of Amer- 
ica. Place: Edgewater Gulf Hotel. 


AMA Electronics Conference and Ex- 
hibit. New York, February 27-29. 

Sponsor; American Management As- 
sociation. Place: Hotel Commodore. 


Management Engineering Conference. 
College Station, Texas, March 1-2. 
Sponsor: Agricultural and Mechanical 
College of Texas. Place: College Sta- 
tion, Texas. 


Personnel Management Conference. 
Urbana, Il, March 6-7. 

Sponsor: Bureau of Business Manage- 
ment, College of Commerce, Univers- 
ity of Illinois. Place: University of. 
Illinois. 


Southeastern Business Show. Char- 
lotte, N. C., March 27-29, 

Sponsors: Charlotte Chapter, Nation 
al Office Management Association; 
Charlotte Chapter, National Associa 
tion of Cost Accountants. Place: Ra 
dio Center. 


Management Conference. Chicago, 
March 31. 

Sponsors: Executive Program Club; 
School of Business, University of Chi 
cago. Place: Conrad Hilton Hotel (not 
confirmed at press me). 


NACA Regional Cost Conference. 
Philadelphia, April 6-7. 

Sponsor: National Association of Cost 
Accountants. Place: Benjamin Frank- 


lin Hotel 


(To page 42) 
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FOR THE FIRST TIME! 


all-steel folding chairs in 10 decorator 


a bright new X 


a | e 
Samsonite 
exclusive at no 
extra cost to you! 


trighten your interiors with 
Samsonite’s ten new decorator 


colors...the greatest style advance 
ever achieved in all-steel folding 
chairs. Mixed or matched these ex- 
citing new colors bring inviting 
decorative effects to your audito- 
riums, offices, classrooms, waiting 
rooms and cafeterias. These color- 
ful new chairs resist rust, won't 
peel or fleck, won’t tilt or wobble, 
and are strong enough to stand on. 
Posture curved backs. Safety- 
Guard hinges. Quick one-finger 


ae 49 ¢ * 

Pe at tn; % 4 ; ; os 
folding. Write Samsonite today for a 4 . a hil 
full information. 

Samsonite’s new colors: Gold « Aqua « Turquoise « Willow Green « Grey FREE! COLOR GHART 
Brown « Terracotta « Metallic Grey « Green « Coral wavder Bro Inc., Institutional Seating Div 


Dept om1, Detroit 29, Mich 


SAMSOMILE corone cums... Reema om on 


NAME 
YOUR SMARTEST INVESTMENT...NOW IN 10 COLORS ORGANIZATION 
ADDEKI 
Shwayder Bros, Inc., Institutional Seating Division, Dept. OMI, Detroit. Mich cITy ZONE raAtTt = 
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rt Tt mone - ! a (From page 40) 

— - Symposium for Management on Ana- 

log Computers. Kansas City, April 

10-11. 

; Sponsor: Midwest Research Institute. 
j Place: WHotel Phillips. 

RS&PA Spring Meeting. Chicago, 

April 17-19. 

Sponsor: Railway Systems and Pro 


cedures Association. Place: Hotel Mor- 
| ison, 

AMA Finance Conference. New York, 
April 19-20. 

Sponsor: American Management As- 
sociation. Place: Hotel Plaza. 


Personnel Women’s Conference, Phila- 
delphia, April 19-21. 
Sponsor: Internationa) Association ot 


/ 
_ 


: | Personnel Women. Place: Warwick, 
Hotel. 
Foremen-Management Conference, 
INTERCH Lafayette, Ind., April 20-21. 
HANGEARLE POWNTS Sponsor: Purdue University. Place: 
30 STYLES — 
Purdue University. 
| National Secretaries Week, April 22- 
fi | 28. 
o National Secretaries Day. April 25. 


Microfilm Meeting. Chicago, April 
23-24. 

Sponsor: National Microfilm Associa- 
tion. Place: Congress Hotel. 


AMA Office Management Conference. 
New York, April 23-24. 

Sponsor: American Management As 
sociation, Place: Hotel Roosevelt. 


Southern California Business Show. 


a Los Angeles, April 24-27. 
Sponsor: National Association of Cost 
Alw d to Write | Accountants. Place: The Ambassador 
Hotel. 


NOMA International Conference and 
Exposition. Philadelphia, May 20-24. 
Sponsor: National Office Management 


oe Association. Places: Benjamin Frank- 
> — lin Hotel; Convention Hall, Commer- 
™ 


WRITES FOR MONTHS WITHOUT REFILLING 


cial Museum. 


AMA Office Management Conference. 


THE PEN THAT FILLS ITSELF HOLDS4OTIMESMOREINK CHOOSE THE RIGHT POINT New Yask. Outeber 15:17 


instantly—every time you than ordinary fountain for the way you write— 


return pen to socket. pen. Needs no attention bynumber. More than 30 open or: American Management As 
for months on end. point styles. | sociation, Place: Hotel Sheraton-Astor. 

"hy 4 , Nati susine Show. Ne 
'ry one on your own desk for 30 days. Your money acne! Davinces Show. New Vest, 


October 15-19. 
| Sponsor: Office Executives Association 


of New York (New York Chapter of 


the National Office Management As- 

re sociation ). Place: New York Coliseum. 
SPA International Systems Meeting. 
| Philadelphia, October 22-24, 


refunded if you are not completely satisfied. 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY | Sponsor: Systems and Procedures As- 
The Esterbrook Pen Company of Canada, Ltd., 92 Fleet Street, East; Toronto, Ontario | sociation of America. Place: Hotel 
binned Setth, than eaneitinns bie ceroeens Sellevue-Stratford. 
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plenty copy 


the most complete line of carbon papers and inked 
ribbons designed specifically to meet all applications 
of business machine operations. 


Sharper originals, clearer copies and longer wear 
are just a few of the advantages received when you 
use M & V quality-controlled products. 


M&V MEANS MORE VALUE 


MITTAG & VOLGER INC., PARK RIDGE,N.J. 
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New business machines at OMAC show 


(From page 3%) 


q@ Addressing machine 

The Master Addresser Co., 6500 W. Lake Str., 
Minneapolis 26, offers its new Model 60 ad 
dressing machine, which uses the spirit dupli 
cating principle to print up to 13 lines (3 
inches long) on accounting forms, envelopes, etc. 


> Grand total adding machine 

The Addo Machine Co., Inc., 145 W. 57th St., 
New York, will show the Addo-X Grand Total 
Model 241E, a 10-key adding machine which 
provides for accumulation of totals, and whic! 


has ‘Step-O- Matic multiplication. 


q Air conditioner 

The General Electric Co., Bloomfield, N. J., 
plans to exhibit its new Thinline room air con 
ditioners, which are available in %, %, and 
| horsepower sizes, but are compact and can 


be installed in casement windows. 


> Fireproof desk 
The Shaw-Walker Co. Muskegon, Mich., of 
fers the newest of its Fire-File Desk line, which 


y in. closer 


has pull-up trays bringing work 7 
to the operator. Drawers roll on free-coasting 


slides, and pull entirely clear of the cabinet. 


q Visible index system 
The Le Febure Corp., 716 Oakland Rd., Nid 
Cedar Rapids, lowa, will show the Scan-Dex 


Visible Indexing System, which permits ran 


dom filing of up to 100 sheets behind each 


guide (alphabetical and numerical systems). 


> Offset plate printer 
Robertson Photo-Mechanix, Inc., 7440 Law 
rence Ave., Chicago, will exhibit its Dial-A-Plate 


Printer with “Electronic Eye,’ which is cde 


signed to control exposure ol pre sensitized 


plates regardless of voltage fluctuations. 


Six-bank check disburser 
The Todd Co., Inc., P. O. Box 910, Roche ter, 
N. Y., will show its six-bank Protectograph 
Disburser, tor Writing, Signing, and protecting 
by shredding the amount into the paper fiber ) 


checks in any amount up to $9,999.99, 


egal arenes 
> Automatic caleulator Ssisssiss 

Marchant Calculators, Inc., 1475 Powell St.. 
Oakland, Calit., will exhibit the Deci-Magic 
calculator, with automatic positioning of deci 
mals in the keyboard and all four dials, auto 
matic carriage positioning, and other features. 


(To page 48) 
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"20 minutes of Verifax Copyin 
saves a whole day of typing’ 


Mr. Reece Geissinger, President, 
Back and forth across Mr. Geissinger’s Reece Geissinger Associates, 


° desk flows a tide of correspondence trom ° Pittsburgh, Pa 
the metal parts manufacturers he represents, and 
from his customers and salesmen in eight states. _— 

Inquiries, specification sheets, blueprints, estimates, 
quotations —all must be copied for the office record and 
dispatched immediately. 


Retyping was a costly bottleneck. But, now, with a Veritax Copier, 
Mr. Geissinger easily keeps ahead of the paper work. 


A $240 Kodak Verifax Copier speeds communica 
tions to a remarkable degree. In addition, it paid 
for itself the very first month on savings in re- 
typing, alone. 


In just 1 minute 5 copies can be made of any 
record for only 2% cents each. In 20 minutes —or 
less—the daily output of a skilled ty pist is mate hed. 
Furthermore, anyone in the office can whisk out 


Verifax copies. And no change in room lighting is 
required. 


No proofreading . . . No mistakes. Even more 
important than the dollar savings is the fact 
that Verifax « opies are photo-exac t... authentic 
from letterhead to signature. 


In Mr. Geissinger’s business, a wrong dimen- 
sion in a drawing or a misplaced decimal point 
would be a costly mistake. But Verifax copying 
eliminates the need for proofreading — allows 
him to dispatch work immediately without a 
chance of error. 


* 
101 uses. Job after job is simplified for this con 
cern. Retyping is eliminated in preparing quotation 
. forms; in duplicating technical articles for salesmen; 


in making extra “carbons.” 


New free booklet shows how Verifax copying is 
cutting costs today in thousands of offices con 
tains many valuable tips for boss, secretary, and 
office staff Price subject to change without notice 
Only $240 makes 5 photo-exact copies 
1 


in one minute for »¢ each 


-———— MAIL COUPON TODAY ——————-—----= 
Eastman Kodak Company, Business Photo Methods Division 
343 State Street, Rochester 4, N.Y 


ad Please send free copy of “New Time-Saver, 
New Idea for Every Office 


Narn 


Position 
Company 


Street 


( 


ee 
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with new VMP Mobilwall Jrs.! 


New install-them-yourself office partitions create 
privacy, channel traffic, increase efficiency—at low cost! 


\ fast new way to bring office order out of chaos 
is with low-height, low-cost vMp MOBILWALL Jrs 
These attractive steel partitions create peaceful 
private offices and work aureus, require ho high- 
cost carpentry and plastering. High enough for 


privacy, low air flow, 


to 


VuMPr 


‘ iflice 


enough for ample 


MOBILWALL Jrs. are the answer an 


planner’s dream 
MOVE EASILY AS FURNITURE. VMP MOBILWALI 


Jrs. are adaptable and interchangeable to meet 


SMART AND STURDY! A new low-height version of famous 
ceiling-high VMP MOBILWALLS, the Juniors improve an 
office's appearance as well as its efficiency. Colors are 
attractive; baked-enamel surfaces wash clean with soap 
and water—look new for years! 


any future floor plan 
heights (42, 


They are made in three 
to 
. Steel, glass or plastic top panels can always 


54°, 68") and in widths from 9’ 


he added, or removed, 


Think how much “Mobile 


cost your firm each day 


Mob” distractions 
Then do something con 
about it 

They 


immediately increasing worker efficiency 


structive by installing new vup 


MOBILWALL = Jrs pay for themselves by 


ny clerical mistakes, Hnproving customer service! 


WRITE Dept. OM-2 for descriptive folder 
sizesand styles of VMP MOBILWALL Jrs 
before-and-after ‘‘ratio-delay’ 


showing all 
alongwith 
Study facts showing how 
definitely VMP partitions improve office efficiency. A \ist 
of VMP representatives will also be included, 


\Wirginia | \) etal | - roducts, inc. 


ORANGE, 


VIRGINIA 


Subsidiary of Chesapeake Industries, Inc. 
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New machines to be 
exhibited at OMAC 
show this month 


(From page 44) 


a to 


p> Accounts receivable system 
The National Blank Book Co., Holyoke, Mass., 


is introducing a new Multiple Posting Accounts 
Receivable Outfit, for the simultaneous prepara 
tion of various accounting forms. NCR (“No 
Carbon Required”) paper is used, to eliminate 
the need of carbon paper or ordinary spot car 
bon. 


q Automatic composing machine 


The Commercial Controls Corp., 1 Leighton 
Ave., Rochester, N. Y., will show its Model AA 
Justowriter, a composing typewriter controlled 
automatically by means of punched paper tape. 
\lso being shown is a Flexowriter equipped 


with an edge card punch and reader. 


p> Order billing by diazo 


QOzalid, a division of the General Aniline & 
Film Corp., Johnson City, N. Y., will demon 
strate a method for order filling, shipping, bill 
ng, and accounting by the use of the diazo 
duplicating process. The machine shown here 


is the Ozamatic duplicator. 


q Payroll recorder 


The Simplex Time Recorder Co., Gardner, 
Mass., will exhibit its new Automatic Cost and 
Payroll Recorder. Its features include a one 
minute signal and bell ringing atta hment, two 
color ribbon, touch-plate or trigger-trap opera 
tion, and a large dial, 


p> Recorder for parking industry 


The Cincinnati Time Recorder Co., 1733 Cen 
tral Ave., Cincinnati, will show its new Park 
lym automatic time recorder, designed to han 
dle tickets of theater-size or larger. It offers one 
knob setting and has a drop-shelf with vis-a 


card locator facilities for one hand operation, 


Co. opened a new eight-story building 
at California and Kearny 
Francisco, on January 24. 


ture will serve as the company’s North 


New buildings, new offices 


announced 


The Pacitice Mutual Lite Insurance 


Streets, San 
The struc 


the executive offices of its newly ac 
quired subsidiary, the Mitchell Mfg. 
Co. Harper Richards is the architect. 

The Eberhard Faber Pencil Co. has 
disclosed plans to move from Green 
point, Brooklyn, N. Y. to a new one 


story building now under construction 


ern California headquarters. of in Wilkes-Barre, Pa. The move is 
steel and reinforced concrete. its scheduled for late this year. The new 
total cost was estimated at about §2, plant will provide 250,000 square feet 
S00 000 ol space. 

The Cory Corp., manufacturer air The Alliance Rubber Co., of Alli 
conditioning equipment and other ap ance, Ohio, and Hot Springs, Ark., 


pliances, has begun construction of a 
new executive ofhce building at 3200 
Ww. 
ing will cost halt a million dollars and 
will contain 28,000 square feet of floor The Automatic Electric ¢ 
space on one main floor, The company 
has reported that the plans may be 
altered to allow additional space 


Peterson Ave., ¢ hicago 
1] 


48 


The build cago. 


has moved its executive and sales of 
hees to 69 W. Washington St, Chi 
A production plant has also 
been established in Chic ago. 

o., manu 
facturer of telephones and other inter 


communications equipment, has an 


for nounced plans for a new $16,000,000 


office and plant on Wolf Rd., Chicago, 
on the site of the former Westward Ho 
golf course. The new building is 
scheduled for completion in late 1957, 
It will provide facilities for all of the 
company's Chicago operations in its 
1,300,000 square feet of floor space. 


Trust Fund, sponsored by Insurance 
Securities, Inc., has moved its business 
and sales offices to a six-story building 
at 2030 Franklin St., Oakland, Calif. 


The Carrier Corp., will build a new 
air conditioned office building in Dal 
las. A one-level structure containing 
11,000 square feet of office space and 
9,000 square feet for light assembly 
work and storage, it will house district 
headquarters for Carrier's Machinery 
and Systems and Unitary Equipment 
Divisions. The architect is George L. 
Dahl 
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_ CHARLES F. NOYES Co., INC 
— 's largest real estate 


‘Strallonals save us 53% annually on our investment.” 


— CHARLES fF. NOYES co., INC., New York, ee 


“We manage property valued at $350,000,- 
000—a job that calls for an unusually fast 
and flexible system of maintaining records. 
In addition to being the world’s largest real 
estate management firm, we also operate 
one of the largest real estate brokerage 
businesses. 


“We are particularly pleased with our 
National Accounting Machines—not only 
because they help us maintain peak pro- 
duction efficiency, but also by their re- 
markable operating economy. They save us 


THE NATIONAL CASH REGISTER COMPANY, parron 9, on1o 


$28,000 a year, an annual return of more Peper ota tas 

‘ aA n your business, (00, ationat ma- 
amen ae © ot omy lavormment. | chines will pay for themselves with 

“We depend on Nationals for their great | 1). money they save, then continue 
flexibility which permits handling, on the | savings as annual profit. Your near- 
same machines, our monthly operating by National man will gladly show 
statements, income and expense reports, how much you can save—and why 
check writing, payroll recording and gen | your operators will be happier. (See 
eral ledger. Our operators are pleased, too, | yellow pages of your phone book, or 
because with Nationals they get more done | “7/fe to us at Dayton 9, Ohio) 
with less time and effort.” 


CO Vimen 


*TRAOE MARK AEG UG PAT OFF 


OWwttonal 
ACCOUNTING MACHINES 
ADOING MACHINES « CASH REGISTERS 


me 
Chairman of the Board 


977 OFFICES IN 94 COUNTRIES 
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For More Information Use Readers’ Inquiry Coupon on Page % 
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A Monthly Feature 


Tools of the Office 


A primary objective of IDP is to eliminate all unnecessary repetition. Data 


entered once in an IDP system should ideally be repeated automatically wherever 
required, This Clary adder with tape punch (left) and Systematics combination 
of a Monroe adding machine and an IBM key punch (right) permit data to be 
entered in “common language” forms for automatic processing. 


Common language media may be prepared as a by-product of normal typing, ecal- 
culation, ete., and may be used to actuate other office machines. At the left, 
Underwood's “Codewriter” punches a paper tape at the same time a document is 
typed. At the right, a Commercial Controls “Flexowriter” (an electric type- 
writer) punches a similar code in the edge of a card. 


Wherever possible, common language records are prepared at the point of the 
original transaction, Friden's new “Sales Register” (left) audits sales slips, pre- 
pares punched tape; it also has a cash drawer. National Cash Register’s “Post- 
tronic” (right) records and reads data in a new common language—magnetized 
spots on the back of conventional business forms. 
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Equipment for Integrated Data Processing 


by Robert Beeman 


This cash register records all trans- 
ections on a paper tape recorder, for 
the further automatic processing of 
data which is a basic characteristic of 
IDP. This is an NCR model. 


ONE OF the characteristics of this age 
seems to be its eagerness to try out new 
things. It is not merely a sign of in 
dustriousness to come up with a new 
idea, it is also fashionable. 

But this is all to the good. Business 
is receptive to new ideas and will end 
up by improving its ways. 

The interesting thing is that so many 
of the “new” things in today’s most 
advanced offices are really not new at 
all. The principles have been written 
down many times in the past. Jut un 
til recently not very many people were 
interested in putting them into practice. 

Nevertheless, once it became appar 
ent that old principles could be given 
new twists that offered real advantages 
to business, management became hun 
gry for the benefits offered. Phrases 
like “integrated data processing” and 
“automation” are being widely used 
and their possibilities intensively ex 
amined. Those possibilities have been 
shown to be quite extraordinary. 

Automation, instead of being viewed 
as a fantastic new thing, should be 
regarded as a newly intensified appli 
cation of principles that business has 
known about for yeirs. It is not so 
much something new as it is a logical 
and (to this point) orderly develop 
ment of something familiar. 

And what is this familiar thing? 
Well, very simply, it is the principle 
of automatic control. What is new is 
that this principle is being applied in 
business operations where it was never 
before imaginable. The scientists have 
shown businessmen that it can be put 
to work to reduce costs, to improve efh 
ciency, and to provide more manage 
ment control information than ever be 
lore. 
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But what is automatic control? At 
its simplest, it is a means of causing 
some operatioiu to proceed, or to cease, 
without direct human _ intervention. 
Yet it does not mean that there is no 
human control. It merely indicates that 
some non-human step has been inter 


posed between human action and ulti 
mate result. 


Thus, a key on an electric typewriter 
that causes the carriage to return to the 
left margin can be said to represent a 
degree of automatic control, for the 
typist does not herself move the car 
riage, Yet her touch on the key 1S 
essential to the operation. 


The controls of the most complicated 
electron computer are not unlike that 
typewriter key. When touched, they 
may set in operation an enormously 
complex series of processes. But even 
though this is a highly automatic sys 
tem, the controls themselves must be 
operated by human hands—or if not, 
by some sequence ot operations which 
has itself been set in motion by human 
hands 


It is evident, then, that no series of 
operations can be wholly automatic 

unless it is controlled by some force of 
nature such as the rotation of the earth 
change 5 in the weather, or movements 
ot the tides. It is important to realize 
this, for it brings the concept of auto 
matic control into better perspective. 
Automaticity, in other words, is rela 


tive \ 


iutomaty 


process 1s looked upon as 


when the number ol points 
at which human control is exerted has 
been appreciably reduced with respect 
to the tot il operation. 


For example, a calculating machine 


may feature “automatic multiplication.” 


This means simply that one or more of 
the steps required in multiplication is 


performed without direct human inter 


vention once the process has com 


menced. Obviously, it does not mean 


that the calculator performs such a 
computation out of its own im pul se s. 

Up to this point, the concept of auto 
matic contro! is perfectly familar. 
There is always some element of it in 
iny mechanized process. But the con 
tro! has been limited, in the experience 
ot most people, to internal control 
that is, control within a single machine. 
Pressing the carriage return key on one 
electric typewriter is not normally ex 
pect 1 to cause something to happen 
on another typewriter. 


' 


But an electric typewriter operates 


xy means of electrical signals, trans 


mitted by wire. Has anybody set limits 
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to the distance those signals can be 
sent? Is there any good reason why 
the keyboard and the carriage and type 
bars cannot be set up in different loca 
tions if need be? Is there anything to 
prevent the signals from being sent to 
more than one such set of type bars? 
In short, is it necessary to think of a 
machine as having all of its parts in 
one place? 

Clearly, the answer is no. It is only 
necessary that the parts be adequately 


linked, 


otherwise, with each other. 


mechanically, electrically, or 


Thus, two electric typewriters can 
be set up so that as a typist works at 
one, both machines turn out identical 
work. One of these may be located 
remotely. It is perfectly obvious that 
this can be done, yet an actual demon 
stration usually has an air of mystery. 
Nevertheless, it is really no more mys 
terious than that the keys of the first 
typewriter can be made to operate its 


own type bars in the first place. 


In such an arrangement, the second 
typewriter is considered to be operated 
automatic lly 


Yet its operation is in a 
sense no more automatic than that of 


the first. Its type bars and carriage are 
merely operating at a greater distance 
from the human control which governs 
the first machine 


Referring back to the previous re 
mark on the relative nature of auto 
matic control, it can be said that in 
this instance, the number of points at 
which human control is exerted has 
been appreciably reduced with respect 
to the total operation. This is, in other 
“ rds, 4a simple case of automatic con 
trol. 

Picture a conventions! adding ma 
chine and a typewriter resting side by 
side on the same desk. If a clerk were 
to enter figures on the adding machine 
keyboard and they suddenly appeared 
on the 


paper in the typewriter, it 


would seem that something very 
Strange was yong on. Yet many an 


accounting machine combines a type 
writer keyboard with an adding-sub 
tra ting unt, and though they print 
on the same page, the accounting ma 
nine 1 not looked upon as a mys 
terious contrivance. 

Expressed another way, it is really 
not so very odd that different machine 


} 


' 
can be made to work together under 


, , 
more or tess automatic control 
1 
It was said ear ier that automation 


is really a develo; ment of the prin iple 
I control, But mt 3 1180 


of automat 


' 
ciear that automati control is not a 


processing unite using 
sages are (from top to 
botiom), |BM's “Card Progra ved 
Caleulator.” Remington Rand's * LU ni- 
vac File Computer,” Mountain Sys 
tems” “Moda Rea’s “Readix,” and 


RCA’s new “Bizsmac™ (of whieh only 


a portion of the control anit is shown). 
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new idea. What then is the new de- 
velopment? 

Automation is that type of automatic 
control which exists between separate 
machines. It means that one machine 
can be directed by another machine. 

The type of automatic control repre- 
sented by the two typewriters operat 
ing simultaneously under the control 
ot one typist 1s one form of automation. 
However, a much wider range of auto 
mation has been made possible by the 
use of what is known as the “common 
language” principle. 

sy this is meant that if a machine 
can produce its Output in a torm that 
a second machine can use, the two ma 
chines can “communicate” through a 
common medium or common language 

The first common language to be 
called such was five-channel paper tape. 
Letters, numerals, and other symbols 
were assigned a code which took the 
form of holes in the tape. 

This type of code has long been used 
in teletypewriting equipment. But new 
developments appeared, Typewriters 
were adapted so that as they typed they 
simultaneously punched a code corres 
ponding to the material typed, Thus, 
any tape punched on such a typewriter 
could be sent by wire via teletypewriter 
equipment to machines at great dis 
tances away. Other typewriters were 
developed which could read the tape 
and print in normal fashion the infor 
mation contained in it. 

Tape-punching and tape-reading me 
chanisms have been incorporated mn 
many standard types of office machines, 
including adding and calculating ma 
chines, accounting machines, grapho 
types, etc, 

ty this means a machine can be 
made to direct the operations of an 
other mac h ne, provided both can read 


the Sarne common language. 


There are, as a matter of fact, a num- 
ber of different common languages, and 
new ones are being developed constant- 
ly. Moreover, it is possible to convert in- 
formation from one common language 
into another. This makes it possible 
to combine machines in a single system 
that do not use the same communicat- 
ing medium. 

Nine such common language media 
are described below. It will be ob- 
served that this list includes several 
which are not common languages in 
the truest sense, but they are included 
for the reason that they provide means 
for accomplishing equivalent results— 
that is, they permit records to be cre- 
ated automatically. These media are: 

(1) Punched paper tape. This was 
the first medium to be called a com- 
mon language in the present sense. 
As first used, it provided for repre- 
senting letters, numerals, and other 
symbols in codes made up of five 
“bits.” That is, a tape could be 
punched with as many as five holes, 
or any combination of holes to rep- 
resent a given character. For each 
of the five positions provided on the 
tape for each character, a hole could 
be punched or the paper left un 
punched, \ five-bit code provides 
enough possible combinations for all 
letters, numerals, and other characters 
required for basic communications. 
A tape system using five-bit codes is 
referred to as having five channels. 

Since this type of code has long 
been used in teletypewriter communi- 
cations, the first so-called integrated 
data processing systems were built 
around it, to avoid the need of design- 
Ing spec ial equipment, 

Because five-channel code does not 
provide for all the control signals and 


other information desirable in an ideal 


Dats automatically produced in an IDP system may emerge 
on such various equipment as (from top to bottom) Pot- 
ter’s “Flying Typewriter,” an IBM high-speed printer, a 
Victor “Digit-Matice” (a modified adding machine), or an 
electric typewriter actuated by a special Fischer & Porter 
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unit. Across the bottom: Dashew’s “Databosser,” for pre- 


paring me 


tal embossed tags from IDP sources; a Seripto- 
matic unit for addressing automatically from such sources 
as punched cards; and an Addressograph printer which em- 
ploys the facsimile principle for automatic addressing. 
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Equipment such as the “Magnefile,” made by Electronics 
Corp. of America, can be used for special purposes such 


as maintaining perpetual inventory. 


system, other codes have been devel- 
oped, including six-, seven-, and eight- 
bit codes. Equipment has been de- 
signed to use these codes. 


Sut there is a definite 


disagree 
ment today as to what code should be 
agreed upon. As of the moment, the 
public utilities seem to be taking the 
view that if business will agree as to 
what type of code it wants, the com- 
munications facilities can be provided 
lor transmitting it. 

Punched tape records can be cre 
ated by typewriters, adding machines, 
calculating machines, accounting ma- 
chines, cardto-tape converters, com- 
puters, original-source punches, tele 
typewriters, equipment reading may 
other 


netized codes on paper, and 


equipment. It can be read by type- 
writers, computers, tape-to-card con- 
verters, addressing equipment, tele 
typewriters and other communications 
devices, and other types of machines. 

(2) Special cards with 5- to 8-chan- 
nel codes punched in the edge. These 
are not the Same as the familiar edge- 
punched cards designed for sorting 
with a needle. The same codes used 
in a paper tape are merely punched 


close to the card edge, permitting 
the records to be made on _ heavier 
stock which can be filed without hav- 
ing to be stored in special pockets. 
It is merely an improved handling 
method for certain types of punched 
Lape operations. 

(3) Punched cards. The punched 
card was probably the first common 
language in the sense in which that 


While it 


was not actually called by that name, 


term is being used here. 
it served the same purpose. Original 
cards have been traditionally punched 
by manually operated key punches, but 
they can now be prepared from type- 
writers, tape-to-card converters, con- 
verters 


reading magnetic 
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spots on 


Eastman Kodak's ords 
“Listomatie” camera photographs directory listings from 


paper, equipment using a photoele: 
tric scanning principle to “read” print 
ed numbers and symbols, computers 
and other units. They can be used 
to actuate a wide and familiar variety 
ol punched 4 ird equipment, such Aas 
sorters, tabulators, and calculating ma 
chines: card-to-tape converters; com 
card-to-card  trans- 


puters, printers; 


mitting equipment (using wire ofr 
radio): and other devices 

(4) Magnetic tape. Codes, similar 
to those used in paper tape, are re 
corded on magnetic tape in the form 
electric 


of small charges instead of 


holes. Storage of data is much more 
compact than that provided by paper 
tape, and magnetic tape can be used 
at much higher operating speeds. It 
is a basic internal (“native”) language 
in most electronic computers, although 
other forms of data storage, such as 
magnet drums, magnetic cores, and 
tubes, are used to do im 


Magnetic 


vacuum 
portant work. tape, how 
ever, is used as an input into com 
puters from outside the system, and if 
the system is adapted to read punched 
cards or tape, it converts the data 
first to magnetic tape form before en 
tering the computer 

entered on 


Outputs are similarly 


magnetic tape, and if other common 
language forms are required, addi 
tional equipment is provided to con 
vert to 


punched cards or tape, to 


print out the data as conventional 
letters, numerals, and other symbols, 
or to enter them in whatever form is 
required, 

Theoretically, magnetic tape could 
be used as an original source of data, 
being prepared as a by-product of 
some original bookkeeping operation 
in much the same way that punched 
This is 
expensive, however, and is not usually 


done. 


tapes or cards are prepared. 


aa\ 


punched cards for later printing. IBM's “Cardatype” is a 
“one-man™ station for preparing a variety of related ree- 
automatically, 
punched tape, and electric typewriters. 


with outputs to punched cards, 


Magnetic tape records can be pre 
| 

pared, by conversion, trom almost any 

other common language medium, and 


can, in turn, bye 


converted into the 
same media 

(5) Magnetic codes on paper docu 
ments. This approach involves print 


ing a code directly on checks, ledger 


cards, or any other standard a 


counting of bookkeeping record in 
stead of punching it directly onto a 
paper tape or card Since the written 
equivalent is usually printed on the 
record, this method has the great vir 
tuc ol allowing the written records to 
be handled conventionally, if required, 
permitting the user to read the infor 
mation directly trom them without 
having to convert it from the code, 

Records may therefore appear in 
conventional form, the only significant 
difference being that a portion of the 
paper ts coated so it can accept the 
magnets code, 

(6) Masters, plates, or the like, for 
printing and duplicating equipment, 
Address plates obviously can provide 
tor the automat repetition of names 


ind addresses; in addition, other in 


This Burroughs “character recogni- 


tion” unit (installed in a bank) iden- 


tifies printed figures on travelers’ 
checks, punches cards automatically, 
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formation can be reproduced by this 
means, especially information to per- 
mit sorting, such as expiration dates 
of magazine subscriptions, geographi- 
cal information, ete. Such plates can 
be embossed by mac hines controlled by 
punched tapes, and stencils or masters 
for addressing equipment using those 
principles can be prepared on type 
writers controlled by tapes. 

Similarly, since offset masters, spirit 
masters, and stencils can be prepared 
on typewriters controlled by punched 
tapes, standard duplication equipment 
can likewise be integrated into the 
system. There are, in addition, a num 
ber of specialized duplicating machines 
designed for systems work, printing 
selected information from a master 
Offset mast 
ers, moreover, can be self-perpetuat 


on different documents. 


ing, for masters can be made directly 
from masters. The rolls used in auto 
matic typing may be considered as 
belonging also in this same category. 

(7) Direct electrical signals. A num 
ber of adding machines, typewriters, 
and similar figuring and/or printing 
equipment can be connected electric 
ally to data sources of varying types. 
Thus typewriters can be used to print, 
automatically, information from pres 
sure gauges and other instruments, or 
can be used to “read out” the results 
ol computation from a computer, 
Adding machines can be similarly con 
nected so that they can be operated 
automatically, 

(8) Printed 
symbols. 


letters, numerals, or 
It is possible for a machine 
actually to “read” printed characters 
and to use the information for such 
purposes as punching standard cards. 
Such a system presupposes that the 
characters have been written according 
to definite rules--they must be of a 


oa 


Facilities for integrated data processing include communi- 
cations systems and equipment by which common language 
data can be transmitted great distances, and standard 


predetermined size and shape. They 
are read by comparing them, using 
a photoelectric “eye,” with standard 
symbols already entered in the ma 
chine, 

During the last year an installation 
has been made in a bank to read the 
numbers on travelers’ checks and to 
punch cards containing those numbers. 
The numbers on the checks are print 
ed in careful registration with re 
spect to the edges of the check, and 
each number is scanned photoelectric 
ally in the machine and is matched 
with numbers on rotating wheels. 
When the numbers on the check match 
those on the dials, the machine ac 
tuates the punching mechanism. Cards 
can be punched at a rate of two 
a second, The principle presumably 
can be extended to any type of sym- 
bol, as long as it is of standard size, 
shape, and printed within limits of 
registration. 


(9) Carbon paper, or its equivalent, 
such as spot carbon, or “No Carbon 
Required” paper. While the carbon 
is not a common language medium in 
the strictest sense, it does provide for 
the automatic repetition of data where 
it is used, 

Automation, as described so far, pro 
vides a basis for what is known as in 
tegrated data processing. In many re 
spects the terms mean much the same 
thing. The principle of automatic con 
trol does not of itself imply the concept 
of a complete system, but it does make 
posstble the development of systems in 
which a variety of machines are auto 
matically controlled to work for a com 
mon end. 

Integrated data processing, basically, 
refers to any system which provides for 
the automatic repetition of necessary 
data. This, of course, implies automatic 


punched card equipment. At left, Western Union switching 
equipment. Center, a Remington Rand punched card sorter. 
Right, a Teletype “Type 19 Set.” 


control, and it usually makes use of 
machines which are controlled auto 
matically. However, the concept is 
somewhat broader, for manual methods 
can be used in it. Moreover, data can 
be automatically repeated by such rel 
atively simple devices as the use of spot 
carbon in a set of interleaved forms. 
More important, the term integration 
generally implies that the automatic 
process has been extended throughout 
an entire 


operation—perhaps even 


company wide — whereas automatic 
control might be limited to a single 
function. 

To illustrate the principle of integra 
tion in this sense, a hypothetical exam 
ple will be described. Suppose that in 
a factory the workers, instead of punch 
ing ordinary time clocks, were given 
identification cards in the form of 
punched cards containing the identify 
ing information. Such cards might be 
encased in laminated plastic, to make 
them durable, yet still be able to oper 
ate a specially designed punched card 
unit. 

On reporting to work, each man 
would insert his identification card in 
a time recorder. This unit would read 
his identification code, note the time, 
and transmit this information to con 
tro] points requiring It. Among these 
would be the payroll section. 

At the end of the work shift, each 
man would again use his card, this 
time to record time out, and again the 
information would be automatically 
transmitted to the payroll department. 

The payroll department is thus pro 
vided, automatically, with information 
as to hours worked—an essential imgre 
dient, of course, in payroll computa 
tions. The information might be en 
tered automatically into any of several 
punched tape, punched cards, 
magnetic tape, and so on. 


forms 
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Suppose that punched cards were 
used. The information might be com 
bined with other cards containing such 
information as basic pay rate tor the 
individual concerned, number of de 


number of deductions tor 


such purposes as hospitalization, sav 


pendents, 


ings bonds, and the like, and other 
necessary information. (These cards 
might themselves have been prepared 
automatically at the time the worker 
applied for his job, or authorized the 
deductions. ) 

The cards might then be fed into an 
electronic computer where tax calcula 
tions would be made automatically, and 
the entire payroll processed at high 
speed, providing not only the individu 
al payroll figures but all the control 
figures required by management as 
well. 

Outputs trom the computer might 
include the payroll checks themselves 
(printed), punched cards describing 


payroll] 


expenses by departments, by in 
dividuals, by jobs, taxes withheld, tota! 
savings bonds deductions, or any other 
desired figures. Some of this informa 
tion might iutomatically be entered 
into the memory units of the computer 
in magnetic torm. 

This example is not intended to rep 
resent a model system, but it should 
make clear the concept of integration 
It not only proceeds automatically—it 
Is Never necessary lor any clerk to enter 
the name of a worker on any record, 
for this is done automatically once the 
identification card has been punched 
but it also extends through several de 
partments. The system inteyrates tine 
recording techniques in the fac tory and 
payroll computations in the accounting 


department ind at the same time fur 


Electronic computers of desk size are 
now in service. This is a recent instal- 
lation of a Burroughs “E101”. 
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nishes statistical information to man 
agement. 

It should be noted that such a system 
might be used in a widely decentralized 
company. The original tume record 
might be entered in a punched tape 
This tape could be fed into transmit 
ting equipment and sent to a central 


ized payroll department, which might 


This ci 


' 


1 ' 
partment, having completed all 


be located many miles away 
calcu 
lations, might have the necessary in 
formation encoded in punched paper 
tape and retransmitted to the local of 
fice, where the payroll checks could be 
prepared automatically from the tape 

In practice, integration in the ulti 
mate sense has not been achieved on 
any wide scale. Ideally in an integrated 
system, information entered in the sys 
tem once is automatically routed to all 
points where it is needed, and it emer 
ves only in its final form. It need never 
be repeated by human direction, and 
human control is not required other 
than to set the process in motion. 

In actual cases, integration has been 
accomplished within certain — limits. 
There are, so to speak, islands of in 
tegration, surrounded by areas in which 
normal non-automati operations pro 
ceed much as betore 

One of the problems confronting a 
company wishing to automate a por 
tion of its activities is determining what 
limits should be set. This problem was 
discussed by Glenn E. Hagen, presi 
dent of Systematics, Inc., in an article 
in the August, 1955 issue of dutomatic 
Control 

Mr. Hagen described four commonly 
observed methods of selecting these 
accordu 


graphical limits, by departmental or 


tunctional boundari § with respect wo 


limits ig to physical or geo 


the capacity of specific automatic equip 
ment, and by observing the boundaries 
which develop naturally when redun 
dancies in an operation are eliminated 

He pointed out that the first two 
approaches are generally unsound, Rec 
ommending the last method, he said 
“De partments of organizations are gen 


1 


erally set up to define areas of re spon 
sibility and often have little to do with 
the path of information flow. While 
machines may efhciently handle certain 
data in the billing department, prob 
ably these identical higures are being 
manually handled over in the inventory 
contro] department The domain of an 
aggregate of automatic equipment 
should be defined by the information 
which it handles rather than the pur 


pose for which it is being handled 


ANelex’s “Micro-Tapestepper” provides 
for storage of data on magnetic tape. 
Its special feature is that tape advances 
only as data are received, eliminating 
blank spaces on the tape. 


Standard Register’s Stanomatic” is 
used to “translate” common language 
data from a special ink code on the 
back of documents to punched cards, 
punched tape, and other forms for 


automatic handling. 


Converter” 


“Salestag 
takes data from pre-punched merchan- 
dise tage and enters it in punched 
ecard form, in which it can be processed 
automatically by Samas punched card 
equipment. 


Underwood's 
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Your Reception Room 


INDIVIDUAL CHAIRS ADD TO THE 
LOOK OF HOSPITALITY AND SUCCESS 


First impressions are good —and lasting—when you compliment 
your visitors with the fine appearance and comfort of Harter 
chairs in your reception room. 


With these chairs you can enhance the color scheme of your 
offices. You choose from a wide range of colors in leather, fabric 
or plastic upholsteries. For example, the C-1910 chairs are shown 


above in top grain leather. The Harter 710 pictured separately has 
rich fabric upholstery. 


Metal finishes are durable baked-on enamel. Again you 
select the color either from the standard office fin- 
ishes or from the new pastels which harmonize 
with the decorative tones in upholstery. 


Top quality upholsteries and steel construc- 
tion enable Harter chairs to keep their like- 
new appearance for years and years. They're 
a sound business investment that says nice 
things about you to your visitors. 


Write for literature on Harter chairs .. . we'll 
send name of your nearest dealer. 
Model 710 


i HARTER cans 


STURGIS, MICHIGAN 


HARTER CORPORATION, 232 Prairie Street, Sturgis, Michigan 


in Canada: Harter Metal Furniture Lid., Guelph, Ontario 


For More Information Use Readers’ Inquiry Coupon on Page %% 


This discussion indicates something 
about the current status of integrated 
data processing. There is, first of all, 
a great deal of talk—which means that 
there are many aspects of the subject 
known only to a few experts. In other 
words, one of the urgent needs of the 
day is tor more information about 
IDP. A common body of fundamen- 
tal information has yet to be developed 
in adequate detail. It can be said that 
the possibilitics of integrated data pro- 
cessing are so enormous that even those 
closest to it have not yet discovered 
the full implications of their own la- 
bors. 

It follows that there is a great need 
for practical experimentation. Experts 
have been urging that companies get 
as much experience as possible in the 
held, not only for the immediate bene- 
fits obtainable, but also from the stand- 
point of developing a pool of useful 
information on which future plans may 
be base 1. 

It is true, of course, that at the begin- 
ning o} 1956 there Was a mue h wider 
appreciation ol what integrated data 
processing is and what it can do than 
there was a year ago. The bibliography 
of literature on the subject has grown 
remarkably. 

It is also true that as a result of 
this increased knowledge, greater em- 
phasis is being placed on the impor 
tance of good systems. After all, integ 
rated data processing is itself a system, 
rather than a set of machines, and it 
has been a common experience that a 
systems clean-up is a first essential of 
installing integrated data processing. 

In further consequence of this expe 
rience, it has been shown that business 
must think about reorganizing with re 
spect to the flow of information, rather 
than with the focus on particular func 
tions. This has been pointed out by 
Mr. Hagen. One of the things this 
means is that departmental boundaries 
must become more flexible and in some 
cases be abandoned. It also means that 
the systems expert will acquire grow 
ing authority in determining what 
work is to be done and by what means. 

The possibilities of automation have 
been greatly increased during the last 
year by the addition of new types ol 
machines to those which could read or 
produce a common language medium, 
and by the addition of new common 
language media with special properties 
of their own. 

The use of magnetic codes on paper 
appears to be particularly promising, 
since it seems to offer a great deal of 
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APPLYING RECORDAK MICROFILMING TO BUSINESS ROUTINES — NO. 14 IN A SERIES 


More than a 


million credit checks 


a month... 


but filing 
them this way 
is a snap 


In one minute the girl at the Recordak Microfilmer can 
file more than 300 credit checks on film. 


This fast, low-cost operation allows many short cuts. 


Some, no doubt, might well be applied to your own routines. 


Cuts paper work. Photographing the original Mobil credit 
checks eliminates the need for the carbon copies formerly 
kept as the office record. (The originals, as before, are 
returned to the customer with his bill.) 


Handling only one paper record for every purchase— 
instead of two—saves time all along the line. For example, 
four days a month were formerly spent cleaning out drawers 


and labeling storage boxes. 


Turns file space into office space. A year’s supply of 


“SHORT CUTS THAT 
SAVE MILLIONS” 
This valuable free booklet Name 

shows how Recordak Micro 


Cannpany 


filming is cutting costs for over 
100 different types of business 


. thousands of concerns. Street 


FEBRUARY 1956 


General Petroleum Corporation—the Socony-Mobil affiliate in the far west—cuts billing costs 
approximately 50% by photographing credit checks in a Recordak Microfilmer 


Originator of modern microfilming—and its application to business routines 


RECORDAK CORPORATION (Subsidiary of Eastman Kodak Company) 
$44 Madison Avenue, New York 22, N. ¥ 


Gentlemen: Please send free copy of “Short Cuts That Save Millions” 


For More Information Use Readers’ 


credit’ checks—on Recordak Microlilm—are now tiled at 


the finger tips mn four file drawers mstead of in 1800 large 


boxes. A space saving of at least 9S% 


Eliminates “can't find’s.” Now, when customers ask to 
see past records . .. they can be located in a matter of 
minutes, and viewed—or duplicated—in a Recordak Film 
Reader. Since the adoption of Recordak Microfilming there 


hasn't been a single case of a ticket not be big easily found. 


Permits centralized accounting. Branch ofhices now 
forward credit checks to home office where dual microfilm 
Cope Ss are mack simultane ously —< hie sel for brane h Desfrte 
a three times’ increase in ticket volume in recent years same 
staff easily handles the job! “Recordak” is a trademark 


SRECORDERK 


(Subsidiary of Eastman Kodak Company) 


Position = 


Caty State 
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SEA FOAM 
BOWL 


the Lightweight paper that 
satisfies office demands — 


The office staff, like you, appreciate 
things that make work easier and add 
to office efficiency. Keep them happy by 
specifying SEA FOAM BOND when you 
need lightweight paper for second 
sheets, multiple office forms, or inter- 
office correspondence sheets. 

Nationally advertised SEA FOAM 
BOND has all the characteristics that 
make it the ideal lightweight sheet for 
office use. 


Check these SEA FOAM features— 


Unusual Strength — to withstand all 
handling. 

Economical — attractively boxed to 
eliminate waste. 

Efficient—erases easily, files compactly, 
lies flat, handles smoothly. 

Colors—7 in all, to meet every demand 
for channeling copies. 

Printability—a favorite with printers 
for forms and creative mailing pieces. 


Next time you need a light 
weight paper for second 
sheets, for printed forms, 
specify the favorite — 


SEA FOAM BOND 


Write on your letter 
head for samples. Dept 
OM.1, Brownville Paper 
Co., Brownville, N. Y. 


SEA FOAM BOND 
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flex Dility, and since, trom the stand 


point of ac ustoming society to its use. 
it can almost creep in unobserved lor 
the reason that it can be used with ce n 
ventional do uments 


More ver, a number of units have 


he en designed with smal] businesses in 


mind. In some cases. companies with 


from two to tour hundred employees 
have found it profitable to instal] small 
computers. Phere are also many ways 


in which the principles of integrated 


data processing can be used by even 
smaller Companies without committing 
themselves to expensive equipment. 

In the first place, the pring iple o! re 
peating data automatically can be put 
to work In systems employing such 
relatively simple devices as addressing 
machines, duplicating equipment, or 
“one writing” systems of various type 

In the second place, small-scale and 
speci lized equipment has been devel 
oped. While special purpose devices 
do not, of course, have the 


range 
and flexibility of 


large-scale installa 
tions, they do bring IDP within range 
o smaller companies where their capac 
ities can fill a need. 

One of the most important develop 
ments of the last year has been the 
greater realization that IDP offers more 
than the mere speeding of conventional 
ofhce work. In particular, new stress 
is being placed on its ability to provide 
better information for management use. 

For example, the powers ol electron 
ics can be used to provide, quickly and 


conveniently, A 


constant record of 


inventory and of sales. When this in 
formation is immediately available, it 
This 


reduces capital investment, makes it 


1s possible to reduce inventory. 


possible to keep inventory “fresher” 
(avoiding losses on mark-downs), al 
lows a reduction of space given to in 
ventory (with resultant rental or other 
overhead savings), and by reduc ing the 
r pital investment reduces also the cost 
ot borrowing. 

Production — s heduling, market sur 
veys, and many other uses can be found 
for high-powered equipment which can 
make it invaluable to top management 
The point is not that information can 
be provided which was not obtainable 
before, but rather that it is now eco 


nomically feasible to 


develop data 


which heretofore 


would have either 


taken too much time or money to 
prepare. 

It is probable that the present trends 
will continue. New equipment will be 
developed, which will no doubt bring 


IDP closer to the reach of small com 


panies, either directly or through the 
use O1| Service bureaus, The company 
wide systems approach will surely re 
ceive increased attention, often bring 


ing about internal 


reorganization to 
permit efficient flow of information 

As experience grows and knowledge 
ot IDP increases, it will probably be 
come clearer that some degree of stand 
ardization in common languages will 
be necessary for maximum efficiency. 

It may be possible to accept more 
than one standard, depending on the 
complexity of a business, but the ulti 
mate decision will rest on economic 
factors. Almost any business operation 
can theoretically be automated, but. it 
is Not practical to do so in many cases. 

The accent on automat methods 
should not be reyarded as a portent 
that simpler procedures must be aban 
doned. 

Punched cards have been with us for 
many years, but they have not inval 
idated the adding machine, the type 
writer, or the pegboard. It has been 
pointed out, in fact (by David Gindoff, 
C.P.A., at the October meeting of the 
Systems and Procedures Association of 
America), that the transfer of routine 
procedures to automatic processing may 
very well leave behind a number of 
operations which, because of their dis 
similar nature or their call for special 
treatment, cannot be mechanized eco 
nomically. Simpler methods are thus 
inevitably going to remain a part ot 
the library ol business tec hniques, even 
in large companies. 

The problems of personnel readjust 
ment are extremely important. For a 
time there was considerable talk to the 
effect that machines would not replace 
personnel—that normal turnover would 
take care of necessary reductions. This, 
of course, is not facing the issue. Nor 
mal turnover due to retirement is essen 
tial in providing jobs for young people 
yraduating from schools. If a graduate 
is unable to find a job because the job 
has been eliminated, it is futile to say 
In effect, he has 


been fired before he was hired. 


he hasn't been fired. 


But this fact is being faced more di 
rectly than it was. Clearly, the elimin 
ation oft jobs on a nation-wide scale 
will not be acceptable to the public 
Nevertheless, it does not appear, on the 
basis of past experience, that automatic 
procedures will end up in general un 
employment. They never have. 

What does appear inevitable is that 
This, of 


course, means a shifting ot some people 


new jobs will be created. 


trom one job to another. 


Again, this 
OFFICE MANAGEMENT 


Ba CN eo 
me SO) 
of) 
= with. \ > og | 
=a EFFICIENT 
ECONOMICAL 
zt ¥f 
| 
tt ss _ 
a : Mi tae : 
A LU 
i po = I ES 


NEW 77U/0-/@e 
by DR/-STAT 


photocopy processing automatic! 


now photocopying is EASIER 
BETTER 
FASTER 
LOWER COST 


Auto-Feed is the only real advance in photocopying since the Peerless 
“Bright-Light” system took the photocopyer out of the closet and put it 
on the office desk 


With Auto-Feed, automatic fingers take the photocopy papers from 
your hands and teed them through the processor at precisely the correct 


speed. You cannot make an error. Positive and negative sheets are 
mechanically locked together to assure perfect registration 


Exposure settings are much less critical because development is guar 


anteed along the entire length of the sheet. And you get many more copies 
in less time because you can expose one set of prints while the Dri-Stat 
is automatically processing another. 


Like all Peerless Dri-Stat machines, the new Auto-Feed copies 
more things better than any other photocopyer. Letters, charts, drawings, 


¥ ’ 
clippings, half-tones, colored inks, pencilled notations are reproduced 
with photographic accuracy. 
Ihe new Auto-Feed is available in a combination printer and 
, . processor, Or aS a processor alone. Your Peerless distributor will be 


pleased to demonstrate the Auto-Feed or the Standard Dri-Stat right in 


Ask us to prove rt! 


PEERLESS PHOTO PRODUCTS, ING 
Shoreham, Long Island, N. Y 


PEERLESS 


I would like to see the Dri-Stat Auto-Feed operate in my 
own office under my normal office light Please have your 


ee? 
DRI-STAT 


nearest distributor call me for an appointment 


litle 
Company 


Street 


| Name 


City Jom State 
ow. 
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Ask your stationer to show you the modern fabricated by us . . . or write for a free 
sample of this new long-wearing finish. 


. J THE SMEAD MANUFACTURING CO., INC. 
like wear resistant material... created and HASTINGS, MINNESOTA + LOGAN, OHIO 


filing containers made in the new leather- 
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is not a novelty. It has always followed 
important technological advances. A 
suggestion thai this process is already in 
operation is apparent in the fact that 
there is more talk these days about get 
ting automatic equipment to provide 
management control information than 
about finding cheaper ways of doing 
old jobs. 

In the long run it does not appear 
that management will use the techno 
logical improvements for the purpose 
of saving overall payroll expense. 
Rather it will use them as a means ot 
improving Its competitive position 
through having better information on 
which to make policy decisions, by 
being able to offer faster and more efh 
cient service to its customers. 

In particular, a revolution in person 
nel assignments is likely to be braked 
by the simple fact that it takes a long 
time to put in a new system. IDP 
systems do not come ready to use. They 
have to be de velop. d on a custom-made 
basis, beginning with a long and de 
tailed study of company operations. 
Many companies have spent as mu h as 
two years—or more—getting ready for 
new equipment and getting it in oper 
ation. The size of such undertakings 


tends to prevent their moving so tast 


that personne! cannot adjust to them. 


1 


In the first p mec, management appe ars 
to recognize the importance ol provid 
ing for its employees, and in the second 
place, a great deal of re training 1s otten 
required. 

This is perhaps one more way ol 
saying what has been said many 
times—that automation in the office is 
an evolution, not a revolution, and that 
society will be able to adjust to it as 
it has to othe: advances 

In turning now to the equipment 
that promises so many things, it is im 
portant to understand that the ma 


bed here are in being to 


chines descri 
day and do not represent dreams of 


the future. Almost any type of office 


machine can be made to read or pro 


duce a common language, and lan 
guages can be “translated” into other 
la wuayes The possib lities of combin 
ing them into systems depends less 
and less on the machines themselves 
and more and more on the ability of 
experts to design efficient systems. 
For purposes of discussion, IDP 
equipment is defined here as anv 
equipment which can read or produce 
a common language or which can 
otherwise be controlled by the opera 
tion ot another machine. It is con 


sidered in five separate categories. 
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These are: 
(1) Data 


This category includes any equipment 


originating equipment. 
which enters information in a torm by 
means of which it can be repeated 
automatically. Key punches, typewrit 
ers, adding machines, bookkeeping 
machines, etc., which have been adapt 
ed to create one or more of the com 
mon languages are in this group. 

(2) Data transmitting equipment 
An important part of IDP is its ability 
to operate over enormous distances. 
Any of the common language media 

1 

can be used to operate teletype writing 
and other communications equipment, 
either directly or after conversion. 
Thus data can be transmitted from 


branch offices throughout the country 


executives 


This handsome, elaborate Manual—color- 
fully GBC plastic bound—has been months 
in preparation and is one of the most 
expensive and idea-stimulating books ever 
offered for selected distribution. Illustrates 
the many advantages of the modern GBC 
Binding System...increased efficiencies 
... savings in time and money...greater 
prestige, readership, and life for catalogs, 
reports and presentations. Pages lie filat-— 
turn easily. You and your stoff will wont 
to examine this informative manual. Send 
for your FREE copy today. Supply is limited. 
GENERAL BINDING CORPORATION 
812 W. Belmont, Dept. OM.2 Chicago 14 
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NOW. .. offered to you for the first time 
| 


to a central data processing bureau. A 
variety of communications devices have 
been developed which make it possible 
for messages to sort themselves out for 
what might be called automatic rout 
ing and distribution. In addition to 
wire transmission, IDP  intormation 
can sometimes be sent out over radio 
channels 

(3) Data processing equipment, In 
cluded in this category is any equip 
ment which acts automatically on data 
received from a common language 
source. The category includes equip 
ment which performs any sorting, tab 
ulating, or computing operation. In 
the large installations this usually calls 
for some torm of electronix computer, 


but it need not. A great deal of stand 


“MANUAL 
OF MODERN 


PLASTIC 


! 


AND A. 
LOOSE-LEAF 
BINDING” 


General Binding Corporation 
812 West Belmont Avenve 
Dept OM 2 Chicago 14, Illinois 
Please send me my FREE “Manual of 


Modern Plastic and Loose-Leaf Binding’ | 
understand there is no cost of obligation. 


Name 


Position 


Organization 
Address 
City State 
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letters 


look 


better 


on brighter, whiter 


WESTON BOND 


Just tell your printer to use brighter, whiter 
Weston Bond for your letterheads and match- 
ing envelopes. This fine rag content paper 
costs no more yet makes a striking difference 
in appearance and performance. 


o. 
Write for Sample Book Gl 
Address Dept. OM 4 


BYRON WESTON COMPANY. 


DALTON, MASSACHUSETTS 


2 Special ACCO 
PRODUCTS 


To Step Up 
Filing Efficiency 


“Acco-Bound Papers Are SAFE 


Papers” is as true today as 50 years ago. 
But today there is an almost unlimited selee- 
tion of Acco products to insure filing effi- 
ciency in every department of your business. 
Your stationer will be glad to show you the 
Acco line and discuss your use of the new- 
est Acco products 


The Accopress 
Pin Prong Binder 


For binding the marginal pre-punched sheets 
used in many office machines. Available in 
many sizes in a choice of genuine press- 
board or heavy binder board covered with 
eanvas or black pebble grain cloth. The 
binder —for temporary or permanent file use 

is equipped with an Acco Fastener having 
very narrow prongs. An indispensable aid to 
orderly, safe filing of business machine forms. 


The BFC Accopress Binder 


Makes your file binders into a library of 
neatly bound and titled books. Similar to 
the famous BF standard Accopress Binder 
but equipped with an adjustable, expand. 
able (up to 6") back flap to provide a tight, 
flat indexing surface regardless of the thick- 
ness of the contents of the binder. Eco 
nomical, and ideal for binding all papers. 


ACCO PRODUCTS, INC. 
New York 


Ogdensburg 


In Canada: Acco Canadian 
Co., Ltd., Toronto 
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ard punched card equipment is in this 
group. Moreover, it is possible to con 
trol relatively simple computing de- 
vices by this means. 

(4) Conversion equipment. This 
category includes any device by which 
data in one common language may be 
converted into another. Tape-to-card 
and card-totape punches are familiar 
examples. 

(5) Output devices. Data may be 
desired from an IDP system in many 
forms. Some may be reused later in 
the system and will be stored in mag 
netic tape, punched tape, punched 
cards, or one of the other common 
language media. In other cases data 
will be printed out. This can be done 
by means of typewriters, adding ma- 
hines, and high-speed printers. Some 
printers use type, others use a matrix 
prin iple in which letters are formed 
by combinations of dots printed by 
separate wires, and at least one other 
creites the desired message in the 
form of electrically charged lines, 
which are exposed to ink having an 
opposite electrical charge. This latter 
method is capable of extremely high 
speeds. The other printing devices 
generally print from 600 to 1,000 lines 
a minute, the number of characters 
per line varying with the equipment. 
Also usable for output are cathode 
ray tubes, providing a temporary vis- 
ual image of the results of computa 
tion, 

Secause most single units of IDP 
equipment vary from others in a num 
ber of important details, it is not pos 
sible in the space available to describe 
it except in the simplest terms. The 
following list is intended primarily to 
guide the interested reader to those 
manufacturers who are in a position 
to advise him best as to how he may 
approach the subject of integrated data 
processing. Because of the rate at 
which new companies have been en 
tering the field, it is possible that some 
manufacturers have been inadvertently 
omitted. The editors would appreciate 


being advised of any such omissions. 


The Manufacturers 
Addressograph-Multigraph Corp., 1200 
Babbitt Rd., Cleveland 17. 

Class 6700 automatic graphotypes 
prepare address plates from 5- or 6 
channel punched tape inputs; tape can 
be used again; information is spaced 
and tabulated automatically. Class 
9300 repr duc ing punches prepare bas 
ic punched cards (punched and im 


simultaneously); they can 
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HOW MUCH DOES HER CUP OF COFFE 
COST YOU IN LOST TIME? 


Coffee-ette Service is the pleasant solution to the coffee break problem! 


Coffee-ette’s exclusive service offers you a practical solution! 
Installed in your office, and that goes for offices of any size, 
is a handsomely designed cabinet that looks like a good- 
looking piece of office furniture. This Coffee-ette cabinet 
matches your office furniture, too, because it’s finished in 
walnut, blond or grey steel. In your Coffee-ette cabinet are 
the fixin’s for the finest cup of hot beverage your employees 
ever had (even better than that first cup in the morning at 
home). Coffee-ette features individual packets of full- 
flavored coffee, tea and hot chocolate; as well as, cream, 
sugar, individual stirrers and china-coated cups that never 
offend with a cardboard taste. Each cup of beverage is made 
fresh and exactly as you like it, to your individual taste. 
The electric units require no attention and keep the water 


THERE'S NO OTHER SERVICE... 


at perfect drinking temperature all day. It’s so convenient 
and handy that your office staff won't want to retreat to 
that “greasy spoon" for inferior coffee on the “coffee 
break.”’ Coffee-ette Service cuts down on “coffee break" 
time by eliminating the mass exodus-—-employees have 
ceffee at their desks whenever they want it. It is available 
with a concealed coin box; or, if you desire, the entire service 
is tax deductible as a legitimate office expense. In either 
case, you pay only for the actual products used—not for 
the cabinet or equipment. Our uniformed servicemen keep 
your cabinet supplied and sparkling, on a regular, scheduled 
basis. 

Let us tell you more about Coffee-ette and how it can 
benefit you. Send in the coupon below—do it today! 


“JUST LIKE” COFFEE-ETTE! 


Coffee-ette of America, Inc., 90 Clairton Bivd., Pittsburgh 36, Pa. 


Gentlemen: 


Please show me how to completely control the “coffee-break’’ in my office. 
I'm interested in further details about COFFEE-ETTE Service. 


Nome 
Firm 
Address 
City 
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serve as reproducing punch, gang 
punch, interpreter, tabulator, and can 
punch consecuteve numbers, imprint 
consecutive numbers, dates, signatures, 
ete.; printing rate, 9,500 cards an hour, 
85,500 lines an hour; punching rate, 
380,000 columns an hour. Electronic 
printers use facsimile process to print 
four-line address labels by scanning 
cards, including punched cards; rate 
7,000 to 10,000 an hour. The company 
also distributes a new electronic data 
processing system developed by the 
Eastman Kodak Co, (See listing under 
Eastman.) 


American Telephone & Telegraph Co., 
32 Avenue of the Americas, New York. 

Complete communications facilities 
available for IDP uses. In addition to 


nationwide circuits, equipment  in- 
cludes teletypewriter equipment tor 
reading and punching five-channel 
paper tape, preparing printed records 
(on forms or on plain paper) from 
tape inputs, and a variety of relay 
equipment for switching and distribut- 
ing messages (including automatic fa- 
cilities for processing messages in ac 
cordance with their relative prece 
dence). 

Ampex Corp., 934 Charter St., Red- 
wood City, Calif. 

Magnetic tape recording and repro 
ducing devices for information in 
either analog or digital form. The 
company expects shortly to introduce 
4 magnetic tape transport for use in 


digital data procesing systems. 


Punched-card systems also prepare 
Weber stencils to address shipments 


Users of punched card or tape automatic 
ay machines, including IBM's 
new Cardatype, can now prepare their 
shipment ad ressing master with their 
invoice forms or other documents at a 
substantial savings in time and money. 


The Weber stencil, used with a small 
handprinter to address multiple ship- 
ments (photo 3), can be prepared in 
continuous form independently of other 


WEBER MARKING SYSTEMS 
Dept. 17-8 

Division of Weber Addressing 
Machine Co 

Mount Prospect, Iii 

Phone: Clearbrook 3.2405 


Weber 


ry City. 


Mail for details on Weber Shipment ~ mang | Systems 
for automatic accounting systems. Weber Mar 
tems, Mount Prospect, til. 


Company 
Individual. 


Address 


documents (photo 1), or tabbed over 
ship-to area of forms and prepared si- 
multaneously (photo 2). Once prepared 
with customer's address, stencil is ready 
to be used to address directly on cartons, 
or on labels or tags. 


Shipment addressing is speeded up. Ship- 
ping errors reduced. Clerical time is 
saved. Clip coupon for full details. 


gdeaae pibery oo ere aeolian. | 


ing Sys- 
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ANelex Corp., 150 Causeway St, Bos- 
ton 14, 

Several “Synchroprinter” models for 
high-speed numeric and 
alpha-numeric models available; speed 
of most machines, 900 lines a minute; 


printing, 


one model! prints numeric information 
at 1,200 lines a minute; input sources 
can include magnetic tape, magnetic 
drums, punched tape, punched cards; 
one model can print 120 characters per 
line; machines print “on call”—syn 
chronization with data source is un 
necessary; carbon copies can be print- 
ed simultaneously on some. “Micro- 
Tapestepper,” a magnetic tape record- 
er, has tape transport that advances 
only when information is received, 
eliminating blank spaces in tape. 


Bell Telephone Laboratories, 463 West 
St., New York. 

Bell is the research and development 
arm of the American Telephone & 
Telegraph Co., which provides services 
as desc ribed above. 


Bendix Computer Div., Bendix Avia- 
tion Corp., 5630 Arbor Vitae St., Los 
Angeles 45. 

Medium-size general purpose com- 
puters. Information on current activi 
ties not available at press time. 


Burroughs Corp., 6071 Second Ave., 
Detroit 32. 
“Sensimatic-to-Punched-Tape” equip 
ment is basically Sensimatic account- 
ing machine with attachment for 
punching paper tape in 5-, 6-, 7-, or 8 
channel code; printed records prepared 
simultaneously, but printed output can 
be in order different from that in tape; 
tape unit can be inactivated to permit 
use of machine as conventional Sensi 
matic. Series G_ high-speed printer 
prints 900 lines a minute, with inputs 
from punched cards; letters are printed 
from matrices consisting of wires in a 
5 by 7 pattern which can be used in 
combinations necessary to form desired 
characters; characters can be formed 
in reverse, permitting printing on re- 
verse of card (using cirbon backing); 
front and back of document can be 
printed simultaneously; unit can also 
punch cards simultaneously and ac 
cumulate totals; printing unit can han 
dle continuous forms and_ individual 
sheets. E101 electronic computer is 
desk-size, a complete unit for num 
erous applications, using bookkeeping 
machine as input and semi-gang page 
printer for output; optional punched 
tape input available for 5-, 6, 7-, or 
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CONFERENCE TEST PROVES... 


Du Pont breathable “Fabrilite”” 
provides more 


Du Pont gi 


seating comfort 


13 of 15 men at four-day meeting 
specify breathable ‘‘Fabrilite’’ 
as the more comfortable upholstery 


Here’s how an important business conference proved that breath- 
able “Fabrilite”* vinyl upholstery adds greater seating comfort 
in day-after-day use! 

Test chairs provided for the meeting were identical except 
for the coverings: half were of breathable “Fabrilite’. . . the 
rest of a conventional supported vinyl material. The 15 busi- 
nessmen present were not told which of the differently styled 
upholstery was breathable. After using both types of chairequally 
for four days, 13 of the participants reported that breathable 
“Fabrilite’” undoubtedly had the more comfortable seating sur- 
face! 


“Fabrilite” breathes —ihai's what makes possible the superior comfort that 
so impressed the conference group. As does the cigarette smoke in the picture, 
air and vapor pass right through the thousands of invisible pores in breathable 
“Fabrilite’” to give the comfortable seating surface of a woven fabric. Yet 
breathable “Fabrilite” is continuously vinyl-coated and offers all the advantages 
of a durable plastic—extra-long service life, full soil and wear resistance, com- 
plete cleanability with a damp, soapy cloth. It's perfect for furnishings that get 
heavy use... even abuse. 

Luxurious and pliable, breathable “Fabrilite,” with the knitted backing, is 
available in striking patterns and colors. When you next furnish or reupholster, 
make sure you specify long-wearing, breathable “Fabrilite’—the upholstery 
that stands alone in seating comfort. 


**Fabrilite” is Du Pont's registered trademark for its clastic-supported vinyl upholstery. 


Fabrilite’ 


elastic-supported vinyl upholstery #06 yu. 5. Pat OFF 


Better Things for Better Living . . . through Chemistry 


E. 1. DU PONT DE NEMOURS & CO. (INC.) ¢ FABRICS DIVISION « NEWBURGH, N.Y. 
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reconcilement 
costs (JP 10 907 


with Lithofold’s- 


ELECTRONI 


— CHECK © 


a pre-punched Tab Card voucher 
check set 


with no change in your 
present method of preparing checks 


NOW you can reconcile your 
checks by automated meth- 
ods — instead of hand sortings. 


HERE'S HOW IT’S DONE 


The check portion of the set is a tabu- 
lating card pre-punched at the factory 
with the consecutive number. 

A sorter will put checks into exact 
numerical sequence. 

A tabulotor can list all check num- 
bers cleared, and signal location of 
missing numbers. 

Or a collator can compare cleared 
checks with a control set of cards. 

Total of unmatched checks, plus 
bank's total pay-out completes your 
reconcilement . . . at a small fraction 
of manual cost. Many banks offer vary- 
ing amounts of reconcilement service 
on these checks . . . which can further 
reduce your data processing expense. 


An Automated Form 
YOU Can Use NOW 


WRITE TODAY for DETAILS! 


$00 BITTNER ST 


ST. LOUIS 15, MO 
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%-channel code; priced at $32,500. Bur 
roughs is also reported to be ready to 
announce a large electronic computer. 
‘Bank-o-Matic”’ 
equipment lor bank bookkeeping read 
magnetic codes printed on reverse of 
conventional forms; Bank-o-Matic also 
uses a punched tape input. “Ticketeer” 
is automatic ticket issuing machine 


(tor transportation companies ) which 


“Sensitronic” and 


periorms accounting functions auto 
matically in addition to printing de 
sired tickets from matrix (for destina 


tion desired) inserted by ticket agent. 


Clary Corp., 408 Junipero, San Gab- 
riel, Calif. 

“Print-Punch Combination” equip 
ment is adaptation of standard Clary 
electrical adding machines or cash reg 
isters so they may enter data on a tape 
punch unit, which is detachable and 
may be used by other machines or in 
stalled remotely; punch unit has maxi 
mum capacity of eight channels; tape 
punch available separately. Electrical 
output machines (which include add 
ing machines and cash registers) can 
be equipped for use as read-out or 
automatic input devices: output ma 
chines can be used with computers, 
punched tape units, card readers, film 
readers, automatic typewriters, etc. 
Numerical data printers (which can be 
operated from remote sources) add, 
subtract, total and print; units can 
print and accumulate information 
trom computers and other equipment; 
some can be used with key punches, 
address plate punches, typewriters, 
punched tape readers, etc. Also avail 
able are time data printers, printing 


| 
timers, and electrical input keyboards. 


Commercial Controls Corp., | Leigh- 
ton Ave., Rochester 2, N. Y. 


“Flexowriter” models are electrical 


typewriters which read and punch 
paper tape. “Programatic’’ models can 
be controlled by a program tape which 
may stop for fill-ins; a by-product tape 
can be prepared simultaneously; in 
formation to be entered in the by prod 
uct tape may be selected automatically 
by the progiam tape; two different 
tapes can be punched simultaneously. 
Other models read and punch coded 
information in the edges of cards, in 
addition to tape. The “Motorized 
Tape Reader” allows a Flexowriter to 
take inputs from a second tape alter 
nately with inputs from the tape in 
the tape reader of the Flexowriter. 
The “Motorized Tape Punch” permits 


punching ot two tapes simultaneously 


from a Flexowriter. Other equipment 
converts five-channel tape to six-chan 


nel tape and vice versa. 


Dage Television Division, Thompson 
Products, Ine., Michigan City, Ind. 
New “Data-Vision” equipment for 
transmission ol visual information uses 
§%.000-cycle band width, as opposed to 
the 4,000,000-cycle width of ordinary 
industrial TV, making possible use of 
much less expensive channels and as 


sociated equipment. 


Dashew Business Machines, Inc., 5996 
Smiley Drive, Culver City, Calif. 
“Databosser” equipment automat 
cally embosses metal identification of 
writing plates, and can simultaneously 
attach tying wires, emboss sequence 
numbers, coat embossed characters, 
and notch plates for coding or sorting; 
equipment takes input from punched 
tape, punched cards, or magnetic 
tape; each plate can contain three lines 
of variable data and two lines of re 
petitive data; 20 characters per line. 


Datamatic Corp., 151 Needham St., 
Newton Highlands 61, Mass. 

The “Datamatic 1000” electronic 
data processing system is designed for 
such operations as payroll, billing, sales 
inalysis, cost accounting, material ac 
counting, inventory control, labor ac 
counting, and production accounting 
Equipment provides for converting in 
put data from such sources as punched 
cards or punched tape into magnetic 
tape. Outputs are to magnetic tape, 
which can be used to contro] a printer 
or other output devices. Processor uses 
magnetic tape three inches wide, of 


special construction for ruggedness. 


The Davies Laboratories, Ine., 4705 
Queensbury Rd., Riverdale, Md. 
Line includes magnetic tape data 
recording systems and components, in 
cluding converters for card punch in 


put, and recording reproducing heads. 


Dennison Mfg. Co., 300 Howard St., 
Framingham, Mass. 

“Print-Punch Marking Machines” 
are used to prepare pre-punched mer 
chandise tags as a source ol original 

] 1 
sales data. Four- or five-channel codes 
are used. Equipment may both print 
and punch tags, together with stubs, 
either individually or in identical 
groups, stopping automatically when 
preset numbers have been prepared. 


t t 


, 
peed is 200 a 


Printing and punching s 
minute. Tags are used at time of sale 


to prepare punched cards or tape auto 


matically, necessary additional data be 
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B.C. Allen ....-...-. 
on git fia le! WE 


You'd Expect a VisOmatic Typewriter to Cost More... yet, with all its 
exclusive features for speed, accuracy and efficiency, this fine machine actually 
costs less than many standard makes. The R. C. Allen practice of giving the 
utmost in quality, performance and value—at a practical price—is why the 
VisOmatic is becoming more and more the first choice of business men and 
women everywhere. Ask your R. C, Allen dealer for an office demonstration—or 


write us for full information about ‘the world's most advanced typewriters."’ 


R.C.Allen Business Machines, Inc. 


686 Front Avenue, Grand Rapids 4, Michigan 


TYPEWRITERS - CASH REGISTERS +- ADDING MACHINES + SAFES ~ FILES - BOOKKEEPING MACHINES 
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“Complete Control”’ solves 
another coffee-break problem ! 


OUTPUTS -<°8// - SINKING — 
AND SO ARE THE BOYS/T 


GROANN/T- 


ps IW CAN wi 


COMPI ETE 
MOKUM IS 


CONT ROL 
TH NAME, 


COFFEE iS MAH 
GAMES” 


THET RUDD-MELIKIAN 
COFFEE DISGPENSER’LL 
GIVE “EM A QUICK 

LIFT, WITH DEE-LIGHUS 
KWIK-KAFE’ COFFEES” 


f 


© Capo 
Hample, tne 


Rudd-Melikian coffee 
are a valuable production tool, Efficiency goes 


Convenient 


up, accident rates go down 
pure Kwik-Kafé finds favor with employees 


Delicious, 100% 


dispensers 


helps them keep alert on the job in offices or 


plants of every size. Hot 
variety of other beverages available. 


| 
| RUDD-MELIKIAN, INC. ‘ 
| Hatboro, Pa. p 
e 
| Piease send me 4 copy of booklet 16B explaining how 
| to control the coffee-break with R-M dispensers 
| 
| Name 
| Firm 
a 
| Street 
|] City Zone State 


an ag me ee ee ee ee cee ee ee ee ee ee 
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chocolate and a 


——-- eS ee a 


ing entered manually. Tags can also 
be used with certain computers as di 
rect input source 


Dynamic Analysis Co., Div. of Hall- 
Seott Motors Co., Burbank, Calif. 

Information not available on current 
activities. 


Eastman Kodak Co., 343 State St., 
Rochester 4, N. Y. 

Special-purpose electronic data pro 
cessing systems (distributed by the Ad 
dressograph-Multigraph Corp.) for 


large-volume mailing list operations. 


Equipment uses punched cards, con 
verting to one or more magnetic tapes 
This 


used for addressing, printing 


selectively. information may be 


bills, etc., 


using “Eastman Kodak Multiple Sty 
lus Electronic Printer’ which reads 
magnetic tape and prints output on 


3,000 lines 


allow for use in in 


ordinary paper at rate of 
Plans 
surance, public utility 


“Kodak 


uted by Conimercial Controls Corp.) 


a minute, 
, and other work. 
Listomatic Camera” (distrib 
photographs up to three lines of typing 
in columnar form from punched cards, 
producing negatives easily reproduced 
by printing processes; equipment is 
designed for such work as preparation 
of directories; rate of operation, 230 
photographs a minute (up to 690 lines 


a minute), 


ElectroData Corp., 717 N. 
Pasadena 6, Calif. 


“Datatron” 


Lake Ave., 


general purpose com 
puters, of medium size, take data from 
punched tape, punched cards, or mag- 
netic tape. Similar outputs may be ob 


tained. “Datareader” magnetic tape 
storage units provide additional mem 
ory capacity, and new “Cardatron” 
input-output unit is designed to facili 
tate use of punched cards with the 
computer (for both 
numerical data). The company also 


worked on the “ERMA”, bank book- 
which uses magnetic 


alphabetic and 


keeping system, 
codes on paper. 


Electronic Associates, Inc., Princeton 
Computation Center, 


N. J. 


Information on current activities not 
available 


Long Branch, 


at press time, 


Electronics Corp. of America, 10 Pot- 
ter St., Cambridge 42, Mass. 


“Magnefiles” are special purpose 


electronic equipment designed for 
perpetual 


Equipment, 


maintaining inventory in 


desk 


size, can be used as point-of-sale record 


formation. about 


er, reading pre-punched merchandise 


tags. In addition to maintaining in- 
ventory records, it can compute totals 
of purchases, add taxes, and automati 
cally typewrite complete sales slips. It 
can be used also for such accounting 
functions as sales analysis, payroll ac- 
counting, and production scheduling. 
Inputs may be taken from punched 
tape or cards, and from the keyboard. 
Punched tape and cards can be used 
also for output. 


Farrington Mfg. Co., 76 Atherton St., 
Boston 30. 

Special systems are available, such as 
“Charga-Plate” 
systems for department stores. 


identification 
The 


( by photo- 


credit 


“Scandex” system “reads” 
electric principles) account numbers on 
tabulating card invoices from point-ol- 
sale sources and key punches the in 
formation on the original invoice. The 
system permits autom: atic processing of 
tab card information with information 
credit cards. Other 


from customer 


adaptations are possible. 


Ferranti Electric, Inc., 30 Rockefeller 
Plaza, New York. 


Components for 


IDP 


clude high-speed tape readers for con- 


systems in- 


verting oundind tape records into elec- 


trical signals for entry into various 


types ot electronic computers. 


Hatboro, Pa. 


Special equipment to permit use of 


Fischer & Porter Co., 


standard electric typewriters as auto 


matic data reduction readout devices. 
The unit consists of a base on which 
this con 
that 


trip the typewriter keys in response to 


the typewriter is mounted; 


tains solenoid-operated tappers 


electric signals from various types of 


equipment. Paper tape may be 


punched by means of an optional unit. 


Friden Caleulating Machine Co., Ine., 
2350 Washington Ave., San Leandro, 
Calif. 
Friden’s 
standard 


“Add-Punch” 
ten-key 

adapted to punch paper tape; 5-, 6-, 7-, 
and 8-channel codes can be punched as 


is basically a 


adding machine 


a by-product of normal operation. Code 
order or invoice 
numbers, can be included. An adapta- 


tion in which this unit is used to pro 


numbers, such as 


cess sales and credit transactions, pro 
viding both a printed and a punched 
tape “Add-Punch 
and may be equipped 
with a cash drawer. The “Compu- 
typer” is a combination of a Friden 
calculator and a Flexowriter (sce Com- 


It is intended 


is called the 
Sales Register” 


record, 


mercial Controls Corp.). 
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to keep planes on schedule before they fly 


Operation sheets—purchase specifications 
—manufacturing and assembly schedules. 
These are typical of the paper-work needed 
to keep plane manufacturing moving along 
on schedule. Most of the leading plane 
manufacturers use A. B. Dick duplicating 
products to meet this requirement. 

Of course, it’s quite possible that you are 
not a manufacturer of airplanes. But if you 
have use for clear sharp copies of written 


A. B. DICK & end AZOGRAPH are registered trademarks of A. B. Dick Company 


and typed material, or copies of drawn and 
ruled forms, you will find it worthwhile to 
talk with an A. B. Dick Company distrib- 
utor. He has full information about all four 
major duplicating processes—mimeograph, 
AZOGRAPH, spirit and offset. You will find 
his name listed under Duplicating Machines 
in the classified section of your phone book. 
Or write A. B. Dick Company, 5700 Touhy 
Avenue, Chicago 31, Illinois. 


mi A.B DICK 
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AUTOMATION FOR 
OFFICE COPYING 


get fast, accurate copies 
of any graphic material. 


Just 
push a 
button... 


the ELECTRONIC copying machine 


for mimeograph stencils, offset plates, 
single positive dry copies 


Just push a button—and the operator 
can go on to other work, Stenafax shuts 
itself off. It copies office forms, news 
clippings, typing or any graphic mate- 
rial. It is a complete copying unit, re- 
quires no chemicals or developing, no 


special powders, light box or heat 
treatment, 


It makes stencil or offset plates in 6 
minutes or less... or a single dry posi- 
tive copy in 3 minutes or less —on a 
working area of 844" x 14”. Easy to 
maintain, movable — can be plugged 
into ordinary outlet for on-the-spot 
copying at important meetings. 


Stenafax saves costly errors, retyping... 
eliminates proof reading. Stencils are 
durable, can be stored, folded, used 
again and again. 


see our exhibition in 537 


at the OMAC show 
in CHICAGO 


Sales Representatives 

in these cities 

ATLANTA, BALTIMORE, CHICAGO, 

CLEVELAND, DALLAS, LOS ANGELES, NEW YORK, 
SAN FRANCISCO, ST. LOUIS, WASHINGTON, D.C. 


TIMES FACSIMILE CORPORATION 
STENAFAX DIVISION, OM2 


Hotel Biltmore Arcade, 43rd St. and Madison Ave 
New York 17, New York 


Please send Stenafax brochure to 


5 Cy & heete 
Leese ee eee ee eee eee eee ee 


f 
: 
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lenalax 


| for the writing of 


When 


quantities and prices are typed, exten 


Invoices, 


sions are accumulated 


automatically 
and totaled. Discounts, taxes, etc., can 
be computed, The Computyper can 


read and punch paper tape. 


Intelligent Machines Research Corp., 
1101 Lee Highway, Arlington, Va. 


This company conducts research and 
manutactures components lor integrat 
ed data processing systems. It contrib 
uted to the “Scandex” system offered 
by Farrington, as described above. 


International Business Machines Corp., 
590 Madison Ave., New York. 


IBM offers an extensive variety of 
IDP equipment. Its 700 series of com 
puters are in the class. 


These include the Types 702, 704, and 


“giant brain” 
705. The latter two have recently been 
modified so that they may communi 
cate with each other by means of mag 
neti tape, punched cards, etc. All 
auxiliary equipment for these two data 
processing systems can be used inter 
changeably with either. The 7 ype 650, 
a magnetic drum data processor, has 
been adapted to use magnetic tape in 
put and outpul, magnetic core storage, 
and printer input-output; it can also 
use punched tapes and cards, and can 
be coupled directly to the Type 407 
accounting machine. Types 719 and 
730 high-speed printers, fer recording 


computer output on business forms, 


print at a designed rate of 1,000 
lines a minute; the 730 can print in 
120 positions per line. The “Carda 


type” is a One-man system tor prepar 


ing a complete set of related forms 


simultaneous ¥, including the necessary 


calculations: outputs are to punched 
ls, punched tape | 
cards, punched tape, and electric type 


writers. “Transceivers” can send and 


receive punched card Information by 


wire or radio, creating duplicate sets 
ut the receiving end, at rates to 3,500 


characters a minute Also available 


are typewriters lor punching paper 
tape and cards, tape-to-card punche ‘, 


ticket 


punched merchandise tags ind 


converters (Ctlor re iding pre 


con 
verting the information into punched 
card form), transistorized calculators, 
high speed sorters, and other IDP units. 
The company offers a complete line of 


punched card equipment 


International Standard Trading Corp., 
22 Thames St., New York. 


This company, an afhliate of the In 


ternational Telephone & Pelegraph 


Corp., offers a wide range of equip 


ment for use in the communications as 
pect of IDP. The equipment includes 
teletypewriter models of many types, 
for reading and punching paper tape, 
and for printing from the tape. Also 
offered are keyboards for entering data 
on magnetic tape, message sorting and 
routing equipment, automatic inven- 
tory control systems, automatic and 
semi-automatic switching equipment, 
and machines for printing out from 


magnetic and paper tape. 


The Jacobs Instrument Co., Bethesda, 
Md. 


Products include electronic digital 
computing equipment. Information on 
current activities not available at press 


time. 


A. Kimball Co., 444 Fourth Ave., New 
York. 

Kimball offers equipment for the 
preparation of pre-punched merchan 
dise tags for the automatic processing 
of sales data at the point of sale. The 
equipment pune hes and prints lays and 
tag stubs, which can be fed into ticket 
converters at the time of sale, along 
with additional information entered 
manually, to produce punched card rec 


Machines 


can punch ad predetermined number of 


ords for further processing. 


duplicate tags, stopping automatically 
it the end of the run. The system can 


be adapted to a variety o 


accounting 
proc cedures. 


Kleinschmidt, Inc., County Line Read, 
Deerfield, IL 

Kleinschmidt manufactures a variety 
of teletypewriter and related equipment 
for the transmission of data by wire 
and radio, Included is equipment for 
reading, recording and transmitting 
punched paper tape, such as readers to 
convert data to electrical signals, reper 
lorators tor pun hing tape from elec 
trical signals, page teleprinters, switch 


ing units, etc 


Litton Industries, 336 N. Foothill Rd., 
Beverly Hills, Calif. 

This company is reported to be in 
troducing electronic calculators of un 
usually 


small size about that of a 


standard typewriter. 


Logistics Research Ine., 141 S. Pacific 
Ave.. Redondo Beach, Calif. 

“Alwac” general purpose computers 
are of medium size. These accept in 
puts trom and provide outputs to 
punched tape, punched cards, mag 
netic tape, and electric typewriters. (A 
battery of typewriter keyboards can be 


connected simultaneously with the 
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Reau ing bulky files to microfilm is the stesftest 


and most practical way of achieving streamlined efficiency 


in handling records. Almost daily, more and more 
WHY D ON’T YO U 2 business organizations of every type and size are 
od discovering that microfilming pays in all kinds of ways. 
pays by making possible important savings in time, labor 
space and equipment. And most impressive of all is 
how cheaply and successfully microfilming can be 
incorporated into virtually any kind of business operation! 


— 
Find out for yourself how well 


microfilming worked and continues 
VE. e 7 FP, f to work for The Parker Pen Company. 


Obtain the detailed story by writing 
DIVISION OF SPERRY RAND CORPORATION 


for your FREE copy of CH1021, 
315 Fourth Avenue, New York 10, New York 


Address Room 1222, And do it today! 
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\ ... at the touch 

of a button 
you can print 
“\ 110 copies 
per minute 


AUTOMATIC 
ELECTRIC 


SPIRIT DUPLICATOR 


The HeyerConquetor  . 

prints in 1 to 5 colors at a fraction 

of a cent per copy... . without effort. 
Price lists, Bulletins, Forms, Menus— 
in fact anything typed, written or 
drawn on master... from post- 
card to9x 14 in, sheets... simply 
pour out of this new duplicator. A 
touch of the button starts the motor 
and feed .. -and when the last sheet 
is fed it turns off automatically. Quickly 
multiplie your thoughts and efforts a 
hundred at very low cost. It ‘‘Al- 

ways Makes a Good Impression " 


FREE fav's 
; Mail Coupon Today! 
1822 &. Kostner Ave, @ Chicage 25, til. 


THE q@ CORPORATION 
Please send free bookie! and details on Automation in Duplicating 


Name 
Compeny 
OE —_— 
City 


eee 


| 
| 
| 
| 
| 
| 
! 
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For More Information Use Readers’ 
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computer.) Magnetic drum 


storage 
and magnetic tape auxiliary storage are 
used. Equipment is designed to be cap 
able of such computations as payrolls, 
statistical analyses, cost accounting, and 
production control problems. 


W. S. Maedonald Co., Inc., 33 Uni- 
versity Rd., Cambridge 38, Mass. 

No information available on current 
activities. 


Marchant Calculators, Inc., 1475 Pow- 
ell St., Oakland, Calif. 


Ihe “Miniac” data processing system 
centers about a medium-size electronic 


computer whi h can accent data direct 
ly from a Flexowriter, from punched 
paper tape or magnetic tape, or from 
a typewriter producing magnetic tape. 
Magneiic tape can take the form of cap 
sules measuring 7% by 5% by 1% 
inches, which plug into various com 
ponents of the and which are 
designed to be easy to handle. Output 


Flexowriter, to punched 


system 


may be to the 


tape, magnetic capsules, or to high 
speed printers, 
Monrobot Laboratory, Monroe Caleu- 


lating Machine Co., Morris Plains, N. J. 


data 


ing systems are of medium size. 


“Monrobot” electronic process 


Input 
and output devices which can be used 


include card 


Flexowriters, punched 
equipment, 
paper 


speed printers. 


magnetic tape, punched 


tape, and (for output) high 


Monroe Calculating Machine Co., 555 
Mitchell St., Orange, N. J. 

“Auto-Punch” line 
of equipment, which includes adding 
machines and bookkeeping machines 
designed to punch 


Monroe offers the 


, or 8-chan 
nel paper tape as a by-product of nor- 
mal operations. 


5-. &, 7 


Figures may be print- 
ed simultaneously on standard adding 
machine tape or on business forms up 
The 


to 12 inches wide. equipment is 


desk top size. 


Mountain Systems, Inc., 864 Franklin 
Ave., Thornwood, N. Y. 

“Modac” electronic 
systems are in the small-to-medium 
price class (about $100,000). They are 
custom built to serve special purposes. 
Among the applications for which Mo 
dac systems have been developed are 
inventory control, production schedul- 
ing, 
alysis, and linear programming. 


data processing 


statistical accumulation, sales an- 


The National Cash Register Co., Elee- 
tronics Div., 3348 W. El Segundo 
Bivd., Hawthorne, Calif. 


(National NCR headquarters are at 
Main and K Sts., Dayton, Ohio.) NCR 
offers two medium-size electronic data 
The CRC 102D 


inputs from punched tape and 


processing systems: 
uses 
punched cards. Magnetic tape is used 
internally. Punched tape and punched 
cards are used also for output, as are 
tape-operated typewriters and punched 


The NCR 303 is sim- 


ilar but is designed especially for use 


card tabulators. 


with paper tape prepared by other 


NCR equipment, such as tape record 
ers operating with bookkeeping, ac 
counting, or adding machines, or with 
(The 461-2 
tape recorder is designed to be highly 
2000 


cash registers. new No. 


versatile in this respect.) Class 
window posters operate in conjunchion 
with tape recorders to collect savings 
bank deposit and withdrawal informa 


tion automatically. “Post-tronic” equip 


ment makes use of coded information 


in magnetic form, recorded on the 
backs of conventional business forms 
especially coated for the purpose. The 


Class 31 


machine is equipped with a punched 


general purpose accounting 


tape recorder. Various point-of-sale re 


corders creating paper tape records are 


in the field testing stage. In addition, 
IDP principles are being used to create 


multiple copies by means of NCR (“No 


Carbon Required”) paper, in which 
chemical coatings on ordinary paper 
substitute for standard carbon paper. 


Potter Instrument Co., Ine., 115 Cut- 


ter Mill Rd., Great Neck, N. Y. 


The Potter line includes various com 
IDP 


Typewriter” 


ponents tor The 


“Flying 
printer capable of printing 36,000 alpha 


systems. new 


is a high-speed 


numeric or 72,000 numeric characters 


a minute from such sources as map 


netic tape, punched paper tape, electric 
signals generated by computers. It uses 


magnetic core storage. These figures 
apply to models printing 80 columns 
per line; 
offered, 


rates. 


120-column models are also 


with correspondingly higher 
Other equipment includes ran 
dom access memory units, magnetic 
digital tape handlers, and punched tape 


readers. 


Radio Corp. 
Cooper Sts., 


of America, Front & 
Camden, N. J. 

ROA’s major contribution to IDP is 
the “Bizmac” which is ene 
of the giants. This data processing sys- 
tem, like others, magnetic tape 
internally, but can accept inputs from 
punched cards, punched tape, directly 
from keyboards, and from other 
sources. A variety of outputs are of- 
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THE MIGHTIEST 


The Comptometer doesn’t do every fig- 
ure job business calls for. But it does 
so many jobs so much better, it is in 
demand practically everywhere. That's 
the reason Comptometer has accumu- 
lated more business experience and 
more office seniority than any other 
adding-calculating machine. 


Operators like the operating ease 
and, from results, bosses can't help 
rating its efficiency high. Inventive 
engineers gave Comptometer Floating 


FEBRUARY 1956 


LITTLE WORKHORSE IN BUSINESS 


Touch, a synonym for operation with- 
out fatigue. Through another Compt- 
ometer first known as Direct Action, 
answers appear instantly in large read- 
able figures. The machine is unfail- 
ingly accurate. In case the operator 
does slip, signals are flashed to the 
senses —via sight, sound, touch. 
Whether this wondrous little work- 
horse can do certain jobs in your office 
better is something you may want to 
work out with the Comptometer rep- 


COMPTOMETER'’ 
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resentative. If you'd like a demonstra- 
tion on your work, call him in. He's in 
the Yellow Pages, or send the coupon, 
FELT & TARRANT Mig. Co 
1742 Morth Paulina Ht Chicago 77, inom 


Gentiomen Without cost of oblimation 
| want more information stout (he new Comptometet 
Please arrange an office demonstration 
Please arrange for « tree office trial 


lone Mate 
Other products COMPTOMETER® DICTATION MACHINE. 
10- Key COMPTOGRAPHE CALCULATING ADDING MACHINE 
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letter 
pertect! 


Your secretary bubbles with 
pride for reasons you and she 
know best. Modern, prestige 
materials — letterheads for 
instance — are part of the 
reason. For your letters, 
contracts or any important 
record, Parsons bond or 
writing papers with all-new 
cotton fibers will truly reflect 
her pride (and yours). 

Your words on Parsons 
permanent, prestige business 
papers will be letter perfect. 


PBiems 


PAPER 


LETTERHEAD FOR PORTFOLIO 
361, PRESTIGE LETTERHEAD 
DESIGNS, BY LESTER BEALL. 
PARSONS PAPER CO., HOL- 
YOKE, MASS. © PPCO 1956 


WRITE ON YOUR BUSINESS w gee =) 
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fered, including high speed printers. A 
wide range of auxiliary equipment 
makes possible an enormous variety of 
applications, and affects the size of a 
particular system. The possible size of 
4 major installation is indicated by the 
$4,000,000 cost of a recent U. S. Army 


installation. 


Raytheon Mfg. Co., 


(See Corp., which is 
wholly owned by Raytheon and the 
Minneapolis Honeywell! Regulator Co.) 


Datamati 


J. B. Rea Co., Inc., 1723 Cloverfield 
Blvd., Santa Monica, Calif. 


“Readix” smal] 


to-medium size. accepting inputs from 


computers are of 


and providing outputs to Flexowriters, 
punched cards, 5- or 6-channel paper 
tape, magnetic tape, photoelectric tape 
readers, etc. It is completely decimal 
in operation; a special feature is its ca 
pacity to periorm under automat 
floating point instructions, but fixed 
| Also 


AlSO available. 
offered is the “Rea-Converter” for mak 


point operation 1s 


ing analog-to-digital conversions. 


Reeves Instrument Corp., 215 E. 91st 
St., New York. 

No information available on current 
activities. 


Remington Rand, Div. of Sperry-Rand 
Corp., 315 Fourth Ave., New York 10. 

The Remington Rand line is exten 
sive, including computing equipment 
and punched card equipment. Several 
computers are offered, including the 
giants of the “Univac” line; Univae II 
is designed to have twice the speed and 
than 
Magnetic tape 1s used as the 


considerably greater versatility 


Univac I. 
primary input and output medium, but 
conversion equipment makes it possible 
Univac with a data 


to use Variety of 


sources and final output equipment 
Che “Univac File ( omputer” 1s in the 
medium price range, t uses Inputs 
from and outputs to electric typewrit 
ers, punched cards, punched tape, mag 
netic tape, and other common language 
120 and Univac 60 


are punched card controlled; they are 


media. The Univac 


smaller units, “Speed Tally” is a spe 


cial purpose system for such purposes 
as maintaining perpetual inventory in 
formation. Remington Rand has been 
active in developing techniques for 
automatic programming olf computers, 
using the computer to code its own in 
structions under plain-language orders. 
New magnetic amplifiers called “Fer 
ractors’ are designed to replace vacuum 


tubes and transistors. In addition, the 


company offers a complete line of 
punched card equipment of every type. 


Royal Precision Corp. 

This is a new company jointly owned 
by the Royal McBee Corp., 2 Park 
Ave., New York, and the General Pre 
cision Equipment Corp. Formation ot 
the new organization was announced 
last month. The firm plans to develop 
and manufacture electronic data pro 
cessing equipment and auxiliary equip 
ment for office and scientific use. A 
subsidiary of General Precision Equip 
ment, Librascope, Inc., manufactures a 
general purpose computer, called the 
LPG 30, which is about the size of an 
office desk. 


Scriptomatic, Ine., 300-316 N. 
Eleventh St., Philadelphia 7. 


Scriptomatic has adapted its spirit 
type addressing equipment for use in 
IDP systems. The spirit masters may 
themselves be prepared by Flexowriters 
and other equipment controlled by 
common language media, or as the 
master is prepared on a Flexowriter, a 
punched tape can be created as a by 
product. In addition, standard punched 
cards can themselves be used as mas- 
ters; this capacity permits the use of 
their punched card characteristics for 
selecting and sorting, so that the ad- 
dressing equipment can skip, print, or 


eyect cards or collect statistical data. 


Shepard Laboratories, 480 Morris 
Ave., Summit, N. J. 
No information available on current 


activities, 


Soroban Engineering, Inc., P. O. Box 
117, Melbourne, Fla. 

While information was not available 
on current products at press time, Soro 
ban has manufactured a variety of 
components for IDP systems, including 
paper tape pertorators, tape readers, 
output devices for use with large dig- 
ital computers, keyboards, comparator 
punches for verifying codes in paper 


tape, and computer components. 

The Standard Register Co., Campbell 

and Albany Sts., Dayton 1, Ohio. 
Standard 


some time been active in designing sys- 


Register, which has for 
tems and forms for use in IDP, and 
which has made available the facilities 
of its IDP workshop for testing new 
systems, has recently introduced a new 
unit called the “Stanomatic Electronic 
Code Senser.” This 


signed to read information coded on 


machine is de 


original business records by the use of 


a special ink (or by printing through 
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eo FREE! La tis 


VICTOR SAFE & EQUIPMENT 
P.O. Box 520 
North Tonawanda, New York 


Please send me free booklet so I may analy ze 
my records and the fire hazards that affect them 


NAME 

FIRM 

ADDRESS 

CITY ZONE STATE 


For More Information Use Readers’ Inquiry Coupon on Page %% 
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Speed Mailings, Save Money 


OUPLISNAP. 
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MAC THE MAILMAN SAYS: 


with 


Saves time! 
Saves money! 


They're a snap to use! 


@ Duplisnaps are carbon inter- 
leaved, No carbons required! 
33 perforated, gummed labels 
to a sheet. Each label (2'%4" x 
1”) is large enough for a four 
line address. 

@ Saves hours of typing — 2, 3, 
4, 5 or 6 labels can be typed 
in one operation. 

@ labels typewriter-spaced for 
quick typing. 

@ labels perfectly aligned. Once 
you co-arrange the top edge of 
a set with the aligning bar on 
typewriter no further adjusting 
needed. 

@ One quick ‘‘snap'’ removes 
carbons intact . . . no tedious 
and time-wasting hand sep- 
arating is needed. No carbon 
smudges on labels! 

@ Each sheet in a set is numbered 
in sequence on bottom tab... 
simplifies sorting into groups 
which allows successive mail- 
ings to be sent out in an orderly 
sequence. 


For complete details send for your free 
copy of “Speed Your Mailings’ with 
free samples 


EUREKA SPECIALTY PRINTING CO. 
524 ELECTRIC ST., SCRANTON 9, PA. 


For More Information Use Readers’ 
Inquiry Coupon on Page % 


a special ribbon) as a by-product of 
preparing those records. Data read by 
the machine can then be converted into 
IDP 


equipment, including reproducing card 


a form usable by a variety of 
punches, tape-reading typewriters, add- 
ing and calculating machines, teletype 
writing equipment, high-speed print 
ers, magnetic tape recorders, compu- 
ters, and memory drums. The original 
codes may be printed by means of 
bookkeeping machines, typewriters, ro- 
tary imprinters, burster-imprinters, spe 
cial imprinting presses, form flow reg 
isters, and other equipment. 


Stanford Research Institute, Menlo 


Park, Calif. 

This organization has conducted re 
search and developmental work in con 
nection with IDP. It was active in de 
veloping the bank bookkeeping system 
called “ERMA,” which uses magnetic 
codes on paper as the common lan 
guage to actuate a variety of bookkeep 
ing equipment. 


Systematics, Ine., Hermosa Beach, 


Calif. 

This company manufactures a num 
ber of special devices useful in IDP. 
Among these are tape-to-card convert 
ers for converting pune hed tape pro 
duced by adding machines, accounting 
machines, cash registers, and typewrit 
ers; these act as attachments to key 
punches. Also offered are key punch 
adder systems, connecting adding ma 
and key which 
numbers entered in the adding ma 


chines punches, by 
chines are automatically punched into 
cards, at the same time appearing in 
“non-add” on the adding machine tape. 
Other equipment couples accounting 
machines to card punches. 


Technitrol Engineering Co., 2751 N. 
Fourth St., Philadelphia 33. 
Technitrol manufactures components 
from which large-scale electronic com- 
puter systems can be assembled accord 
ing to the needs of the user. The units 
may be regarded as “building blocks” 
and this modular principle of construc- 
tion applies to such associated equip 
ment as power supply components, air 
conditioning, and cabinets. 


Telecomputing Corp., 12838 Saticoy 
St., North Hollywood, Calif. 
Telecomputing’s IDP equipment in 
cludes the “Point O’ Sale Recorder,” 
for reading pre-punched merchandise 
tags and converting the coded informa- 
tion into punched paper tape form. A 
keyboard is supplied for the manual 


entry of additional information at the 
time of sale. This equipment can be 
used for production control as well as 
The 
tape-to-card converter, 
which processes 100 cards a minute. 


for sales accounting. 


also offers a 


company 


The Teleregister Corp., 445 Fairfield 
Ave., Stamford, Conn. 

The Teleregister line includes elec 
tronic data handling and display sys 
tems. Passenger reservation inventory 
contro] systems lor transportation com 
panies are among the products; this 
equipment, installed at a central sta 
tion, keeps track automatically of re 
served accommodations, and permits 
ticket agents at widely separated sta 
tions to determine available space; it 
records purchases and cancellations cen 
trally as transactions occur. 


Teletype Corp., 1400 Wrightwood 


Ave., Chieago 14. 

This company provides a wide range 
of communications equipment, permit- 
ting the transmission of IDP data from 
one station to another or to a number 
of stations simultaneously. “Teletype” 
equipment is available for 5-level codes; 
some units for 6- and 7- level codes are 
also offered. The list includes tape 
readers for reading and transmitting 
data from punched tape at rates of 
from 60 to 100 words a minute; “Model 
19 Sets” with punched tape, page and 
transmission facilities; tape punches for 
creating punched tapes as messages are 
received; tape pertorators, tor punch 
ing data into tape; page printers; mes 
sage relay equipment; tape printers; 
‘Torn-tape” message relay equipment; 
the Teletype High Speed Punch and 
Reader, etc. 


Underwood Corp., 1 Park Ave., New 
York 16. 

Underwood offers a wide variety of 
IDP equipment. The “Electronic Code 
writer” is an electric typewriter which 
punches 5-, 6, 7-, or 8-channel paper 
tapes as a by-product of normal typing. 
A new “slave” typewriter is designed 
to record instrument readings and 
other data automatically in response to 
signals from a variety of sources. The 
Underwood Samas line of punched 
card equipment includes all types of 
equipment for use with the smal]-size 
punched cards typical of the line. A 
new model is the “Salestag Converter,” 
designed to read pre-punched merchan- 
dise tags and to punch the data record- 
ed in them automatically into punched 
cards. The Samas line contains card-to- 
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A Better Printed 
Bulletin Makes a 
Better Impression 


FEBRUARY 1956 


by 


\ 


Make a better impression! Many rewarding ideas 
for upgrading your printed materials are yours 
FREE with the 3M Better Bulletin Kit. 

With this free kit and 3M Brand Photo Off- 
set Plates, you not only can considerably im- 
»rove the quality of your office communications, 
a you actually save time and money. 

With 3M Plates, you need no additional 
equipment. In fact, you need only 24 of the usual 
floor space . . . and you can eliminate much 
expensive, space-consuming equipment, many 


— 
Build a better 


n@gs bulletin 


Put Life into your company printed bulletins FREE 
with the complete 3M Better Bulletin Kit 


KIT CONTAINS: 


form letters 


results 


Brand Photo Offset Plates 


chemicals. Because 3M Plates are pre-sensitized, 
they can go from package to press in minutes, 

But, most important of all, 3M Brand Plates’ 
super-smooth grainless surface assures you of 
flawless reproduction—the sharp highlights, 
smooth solids and fine tonal gradations that 
say ‘foremost quality.” 

Make a better impression and save money. 
If you are directly concerned with your com- 
pany’s printed office communications, mail the 
coupon below TODAY. 


Remember, for complicated single and multi-color lithographic jobs... look to your local lithographer. 


eeeesesceees FOR BETTER BULLETINS ... MAIL THIS COUPON TODAY eeeeeeeesece 


A Better Bulletin.” 


We have a 


MINNESOTA MINING AND MANUFACTURING Co., Dept. HM-26S, Sr. PAUL 6, MINN, 


3M Photo Offset Plates 


World’ 5 {an Selling Pre-Sensitized All-Aluminum Photo Offset Plates. 
Please send me, without cost or obligation, your complete kit on “How To Build 


Press. Position 


Name 


Company ——. 


Address 
[3m | "3M" isa coghsered | trodemork of Minnesota Mining ond Manufacturing Co. Wt Poul 6, Minnesota, 
General Export: 99 Pork Avenve, New York 16, N.Y. in Caneda: London, Ontario 


For More Information Use Readers’ Inquiry Coupon on Page % 


City a 


@ Pages of useful cartoons and drawings 


@ Somples, with production memos, for 
sales bulietins, 2-coler price list, and 


@ Dozens of suggested format ideas 
@ Instructions on using mechanical and 


photographic negetives for superior 


@ Instructions on using money-saving 3M 


oe ee _ iii, 
¥ : . e 4 sa 
FREE Better Bulletin Kit ¢ 
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SEE HOW CLEAR 
THESE > 
COPIES * 4 | 
ARE! “d/ 


> 


thanks to 
Patapar’ 


Transluce 
Parc hme uit 


MASTER SHEETS FOR 
DIRECT PRINT 
COPY MACHINES 


This special type of Patapar Vege- 
table 
designed for direct print masters. 
Quality controlled texture and 
uniform, correct translucency as- 


’archment is scientifically 


sure superfast transmission of the 
ultra-violet rays. Copies come out 


fast, clean, sharp. 


Patapar Translucent Parch- 
ment has a perfect surface for 
printing with opaque or regular 
inks. Excellent for typing, pen and 
pencil entries, artists’ sketches or 
drawings, 


SEND FOR SAMPLES —Write 
on your business letterhead for 
brochure of testing samples. Name 
of nearest distributor on request. 


- Paterson Parchment Paper Company 
Bristol, Pennsylvania 
Sales Offices: New York, Chicago 
Weat Coaat Plant: 
Sunnyvale, California 
Headquarters for Vegetable Parchment since 1885 
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tape and tape-to-card punches, auto 
mati key pune hes, automatic verifiers, 
reproducers, interpreters, interpolators, 
sorters, tabulators, summary punches, 
and =“Emp” 


electronic multiplying 


punches. Underwood also manufac 
tures the “Elecom 50,” a small elec 
tronic computer designed primarily for 
bookkeeping and accounting opera 
tions; inputs from an accounting ma 
chine keyboard and from punched taps 
are available; results of computations 
may be shown on two output carriages 
or in punched tape. The “Elecom 125” 
is a medium-size computer system in 
which an ink dot code on paper tape. 
punched paper tape, or punched cards 
may be used for input and output, 
punched card tabulators and line print 
ers may also be used for output; a 
supplementary “File Processor” unit is 


also available 


Vietor Adding Machine Co., 3900 N. 
Rockwell St., Chieago 18. 
“Digit-matic” machines are electri 
adding or multiplying machines adapt 
ed to permit automatic actuation of 
keys from such data sources as punched 
tape readers and punches, punched tape 
typewriters, computers, digital weigh 
ing scales, production counting devices, 
etc. Output ts usually in the form of 
adding machine tape, but printed tags 
and labels can be produced. It is re 
ported that a combination of a Digit 


Matic and a Flexowriter is being de 


ig 
veloped. 
Wendon Office Equipment Mfg. Co.. 
17 Irving Ave., Stamford, Conn. 
Current information was not avail 
able at press time. However, the com 
pany introduced, a year ago, a portable 
tape perforatos called the “Tapecorder,” 
for punching numerical data into 5-, 
6-, or 7-channel paper tape, for the 


purpose of recording data at the source. 


Western Electric Co., Ine., 195 Broad- 
way, New York. 

This is the manutacturing branch of 
the American Telephone & Telegraph 
Co. (See AT&T listing.) 


The Western Union Telegraph Co., 60 
Hudson St., New York 13. 

Western Union facilities for IDP 
communications are extensive, making 
possible widely decentralized opera 
tions. In addition to nationwide cir 
cuits, the company offers sending and 
receiving teleprinters, lor transmission 
of data via keyboard operation in the 
form of printed copy; “Type 19 Sets’ 


; 


for recording source documents in 


punched tape form, verification, and 


transmission of the tape; tape perfora- 
tors; swifching center equipment, in 
cluding “torn tape” relaying, push but 
ton, and fully automatic types; auto 
matic numbering machines to prevent 
loss or misrouting ot messages; auto 
matic transmitters; station selector de 
vices; data sorting apparatus, to con 
trol the automatic routing of messages, 
and to sort out common data in tape 
lorm; and facsimile equipment for the 
transmission of copies of photographs, 


drawings, etc. 


Accessory Equipment 

In addition to these companies, a 
number of others offer equipment ot 
interest to users of IDP machines. 


Among these are: 


American Lithofold Corp., 500 Bittner 
St., St. Louis 15. 

Offers “built-in” tape pockets on 
“Lithoset” units and “Lithostrip” con 
tinuous forms to permit punched tape 
to be stored with and to travel with 
the forms to which they apply. 


Copy-Craft, Ine., 105 Chambers 5t., 
New York 7. 

Offers “Ormig” systems duplicators 
of the spirit type, with line selection 
and column shifting features for auto 
matic creation of certain records. 


Cyele Equipment Co., 420 Market 5t., 
San Francisco 11. 

Manufactures “Universal Tape-Mind 
er’ equipment with three sizes of 


winding reels for the handling of tapes. 


Dresser Products, Inc., Providence 5, 
KR. I. 

Makes storage and folding equipment 
for IDP tapes, including tape pockets, 
binder fillers, envelopes, and punched 


card envelopes. 


Uareo, Inc., 5000 S. California Ave., 
Chicago. 

The well-known manufacturer of 
business forms, offering testing facili 
ties on IDP equipment, system analysis 


and form design services for IDP. 


Visireeord, Ine., 54 Railroad Ave., 
Copiague, L. L, N. Y. 

Offers visible record storage facilities 
for punched paper tapes, as well as vis 
ible record forms designed for use as 
edge-punched records, together with 


storage equiprine nt. 


Wheeldex & Simpla Products, Ine., 

40 Bank St., White Plains, N. Y. 
Makes tape storage files and cards 

for use with integrated data processing 


system rec ords. 
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America’s 500 — 
Largest Companies 


The Fortune 
Directory 
of the 
500 Largest 
U.S. Industrial 
Corporations 

|| Copyright 1955 


Time inc 


FORTUNE MAGAZINE <tecently published a list of 
the 500 largest U. S. Industrial Corporations. Of these 469 (94%) 
use DITTO Duplicating equipment. These DITTO Installations 
*How DITTO Saves Time and Money 

for Industrial Leaders! 


represent millions of dollars saved in all phases of paperwork 
including such routines as order-billing, production, payroll and 
purchasing. 


Thousands of Companies, Large and Small, Use 
DITTO Because They Can Do All These Things. 


1. Military Aircraft manufacturer 
saves $50,000 annually through reduc- 
tion of 22 clerical personnel. 


2. Automatic Machine manufac- 
turer saves 400% in time, speeds 
production. 


3. Truck and Hoist manufacturer 
saves $21,000 in clerical costs 
annually. 
4. Commercial Aircraft manufacturer 
saves 11 to 18 days in getting orders 
into shop. 


5. Refrigerator manufacturer saves 
$15,800 in office salaries annually. 


6. Railroad Car manufacturer 
handies increased production with 24 
less employees. 


7. Industrial Truck manufacturer 
saves $25,000 annually in order 
writing alone. 


8. Optical Instrument manufacturer 
speeds handling of purchase orders 
with three less clerks. 


* Send for complete case histories telling how these savings are made 


1. Make up to 300 copies from a single 
written original of anything typed, 
hand-written, traced or drawn, with- 
out need of stencils, mats, type or 
make ready 


2. Make 100 to 120 copies per minute 
in 1 to 5 colors at once. 


3. Make copies on varying weights of 
paper and card stock and on any 
standard size sheets from 3” x 5” 
to 9” x 14”. 


4. Obtain accurate registration, copy 
to copy. 


5. Reuse the same master for suc- 
cessive copy runs 


6. Use the master to run copies at one 
location, then send it to another loca 
tion and run additional copies 


7. Add new data to master periodic 
ally for reuse in running cumulative 
reports. 


8. Mask out any material on master 
not required on certain copies 


9. Reproduce single items from 
master onto unit copies such as labor 
tickets and material requisitions. 


DITTO. 


What DITTO Can Do For Others...DITTO Can Do For You 


Take this First Step to Increased Paperwork Efficiency 
MAIL COUPON FOR FACTS 


DITTO, Incorporated, 2210 W. Harrison St 
DITTO of Canads, Lid , Toronto, Ontarie 
DITTO (Britain) Lid, 126/128 New Kings Road, Fulham. London, 8 W 6. England 


Chicago 12, itl 


At no cost or obligation, please send me case histories and information on how 
you Can Save us money, time, and effort with DITTO One Writing Systeme For 
O Order-Billing 
© Payrott 


© Production 
C) taventory Control 


0) Purchase Recewwing 
C) Other 


Name, Position 
Company 
Address 


‘oon 


For More Information Use Readers’ Inquiry Coupon on Page % 
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Association office— 


(From page 35) 


The completely functional, modern 
lines of the Council’s furnishings are 
relieved throughout by touches of color 
in the form of the growing plants that 
are used in every office. 

A sleck and handsome solution to 
the problem represented by long nar- 
row, office space, the new Fifth Avenue 
ofice of the Council 
meets fully its two primary objectives: 


Pharmaceutical 


efhcient processing of its daily business, 
and service as a dignified and impres 
sive headquarters for a major industry. 


Safeguard Your 
Business Secrets 


Now you quickly and easily destroy 
confidential papers and obsolete 
records right in your own office. 


NEW SHREDMASTER 


Bantam 10 


Portable shredding machine designed 
especially for office use, the size 
and weight of a business typewriter! 


aeman 
eo" . 


The only office paper 
shredding machine that 
destroys confidential pa- 
pers quietly and cleanly 
Greater capacity, speed f A 
and safety than ever be- g “"*tAOaSLe suatos 
fore! Compact, modern % COME OUT HERE. 4 
design. Exclusive slanted ° , 
wravity feed speeds shred- 
ding of paper in multiple 
thicknesses, tickets, cards, 
coupons and labels. Any- 
one can operate the 
Bantam 10. Safety throat 
assures protection. Priced 
well within the budget of 
all businesses, large or 
small, 


>. - 
al Te 


FREE: 

. 
-——_—— -— nd 
Illustrated descrip- 
tive folder in- 
cludes 10 day free 
trial details. Write 
“BANTAM 10” on 
your letterhead or 
postcard, and mail 
today to 


TER ‘4.4. 


New York 16, N.Y. 


Manufacturers of the most complete line of 
Office and Industrial Shredding Machines! 
A Division of Self Winding Clock Co inc 


Ask for brochure D0 


.4/4- SHREDMA 
“9 East 40th Street, 


For More Information Use Readers’ 
Inquiry Coupon on Page %% 


Reading— 


(From page 29) 


City B, are neighbors of as yet unde- 


termined humors, new surroundings 
and perhaps customs; strange schools 
and—at first glance—gimlet-eyed teach- 
ers, a church with perhaps different 
hymn books (very unsettling) to say 
nothing of a wholly strange order of 
worship. And high on the list of pain 
ful adjustments is the necessity ol 
forming new habits, of finding new 


restaurants, perhaps changing one’s 


And 


there is the littl matter of the new 


mode of transportation. then 


house. 


The matter of the new house appears 
on the agenda early in any moving 
operation, The lady of the (old) house 
says the new house must be larger, 
nearer to stores, nearer to %« hools, with 
a large yard, with fireplaces, a sunny 
kitchen, etc., etc. And the head of the 
(old) house finds himself saddled not 
only with the task of adjusting himself 
to new associates in what may be a 
totally strange place but also with the 
responsibility of finding a new house 
answering the foregoing description. 
If he is wise, the head of the (old) 
house will somehow turn the impor 
tant (and time-consuming ) business of 
discovering a new house to the distaff 
side so that in the event matters turn 
out poorly he, and not she, can say, 


“Well, IT didn’t think 


house in the first place, but I didn’t 


much of the 


like to say so.” 


But no matter what, the new house 
will be a problem. Even the most care 
ful inspection of a house does not pre 
pare one fully for living in it. Inspec 
tion before moving in does not prepare 
one for the discovery that the movers 
with their vanload of furniture—and 
frazzled 


than the family heirlooms being carted 


what looks more worn and 
across a pavement, from truck to house, 
in the cold light of day—and a small 
army of painters have arrived at the 
new house at the same time. Inspection 
before moving does not prepare one 
for the discovery that the previous oc 
cupants have decamped with all but 
three window shades, leaving the new 
residents and all their dusty furniture 
and their undisguised misery fully ex 


posed to curious eyes. 

Inspection does not disclose that, 
although one may come from a place 
where trash, ashes and garbage were 


picked up twice a week, here at the 
new house trash is picked up once 
every two weeks on one day, ashes, if 
any, on another day, and garbage on 
still another. Or that the paper boy’s 
aim at the new house is worse than 
a certain lad’s aim at the old. Or that 
the new house’s windows rattle alarm- 
ingly even in a light breeze. Or that 
there are fewer shelves in the kitchen 
than one had supposed. Or that one 
of the garage doors—a heavy, heavy 
is about to fall off. 

But there is the new house—and its 


door 


larger yard, just as the lady of the 
(old) With 


grass tocut. A nice, big hedge to trim. 


house wanted it. more 


Lots of trees to shed their leaves in 
season. And a lot of new neighbors 


who, as yet, do not appear to be the 
type eager to share any of their be 
longings with newcomers who have no 
shades on their windows and appear 
to be, for all the world, a bunch of 
gypsies with a heap of broken-down, 
or at least badly bent, furniture. The 
new house will be all right, some day, 
but when the movers have gone and 
the door is closed (stickily) the old 


house looks pretty good, wherever it 


STO 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


THE 


COFFIELD 
EVERLASTING 


ORGANIZATION 
CHART 


EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

+ All Parts Are Movable and Re-usable 
* Selves Your Chart Problem Forever 


Write for Free Illustrated Folder 
with Vriee Schedule No, OM-2 


MANAGEMENT CONTROL CHARTS CO. 


1731 NM. WELLS ST. CHICAGO 14, lL. 


For More Information Use Readers’ 
Inquiry Coupon on Page %% 
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You can depend on ADDO-X 

to perform the thousand and one 
adding, subtracting and multi- 
plication jobs each day with amazing 
speed,” quietness and smooth operation. 
Operators are more relaxed, more 
efficient, more productive on ADDO-X 
machines. The STEP-O-MATIC 

lever offers calculator performance 
when multiplying. Write 

for descriptive 


literature | today. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5-6940 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD 
at LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-2247 
“At 175 r.p.m. — 


+Also on our NEW two register machine. 


For further details mail this advertisement with your letterhead. 


FEBRUARY 1956 For More Information Use Readers’ Inquiry Coupon on Page %% 


7 
2 a 
- in 4 
| ‘ak 
ie 
j ca 
ae 4 
, -« 24 3 ‘ 
i - 4 ba ; 
, —— — » Bey ; i ‘ aes J 
DE oon 5 dal mE 
PENDABLF = me he sel a ‘ a - Mase ia vo 
, ’ the w bay 1 Rape * . - |. ‘he 
Ttchworg ‘ i eg 
+ <<. ‘ 
oh ~ 4 +e 
oe ’ ‘> ee 
— s* a 3 
2 -— . = SS 5 2 A J 
oa -. ‘ n~" A ’ ; ec k 
|. OR er 
” , ‘’ 
™ ' Oat 1 ¥e 
=” . y eS at Sra sh 
: . F Thy i. St 
—- °. ae et 
_ i ie at 
: ; 0 se g") a a wi ¥ 
a ea Oo eee G 
f q wets; "a ; Ww = 
j a bey Ei viet » 4 7 sa ah uch | 
ih SN bel a 
-3 . - oo i ame, S 
- <2 
. ‘ 7 _ nt b at 
. 2 . — ‘ a 5 | Ni . 4 4 
1 : . | ia oid , - , to s 
/ q Baie | 
/ ” ‘ : Viet f : . 
fgj~s i 
, 5 FY Ki 
: ~ =p. j . ef + Miri d ah Eh: a 
: > om ; ‘ake 
% stb, se 1 Ws 
7 te i \ * 1 
a. ~4 sp 5) 
Ws | ee | 
*ogp  @, ; F S ¥ 4 t 
[wy So a va 
a 
a Hi % 
Lahn ( 
a i rit 
Wet 
ee 81 wie : 
Sed | 
oo. 
Pt 
ee 


rr, 
" 
‘< 
ie | 
; 


invest with 


CONF 


BEFORE YOU DECIDE: don't just look at a 
desk. Inspect it thoroughly! Open the 
middie drawer. Look for the “ID” trade- 
mark, Any desk which bears this symbol 
is an all-around sound investment 
carefully crafted of fine woods .. . 
beautifully designed and finished to lend 
a warm look of assured executive success 
to your offices. 


Write now for the name of your 
nearest Indiana Desk dealer. He 
has whot you want... at the 
one wont price you wantl 


whatever 


your 
position 


GONTHO 


LES 


SS 


You'll save time & money | 
by using this } 


PLUER LOGA, 
BOWE? ¢ 


Firat time ever, Elbe offers 
a comprehensive FREE 
IDEA BOOKLET! Strictly 


»ybyective it clearly ex 
plains when and how to 
use loose leal binders 


This booklet, like all Elbe 
products, i designed to 


me yom get results for you. Send 
snownoos for your personalized 
4ileamn et 


free copy today! 


ELBE FILE & BINDER CO., INC. 


~ . ew we : ele te & tales? + on, 
fo mass:ly 
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was. (New York Times, March 15, 
1954, p. 24.) 
Jot down your finishing time. 
Time Begun 
Time Finished 
Reading Time 
Reading Rate 
Comprehension Score 

Refer back to where you jotted down 
the time that you began. Write it in 
the space above as: 9:22. 

Next write your finishing time in 
the appropriate space above. For exam 
ple, it might be 9:25 min. 30 sec. 

Subtract the time begun from the 
time finished as: 9:25 min. 30. sec. 
minus 9:22 min. 3 min. 30 sec., or 
34 minutes, 

This answer will be your reading 
time. 

Next locate the number of minutes 
which it took you to read the selection 
on the scale appearing on page 29. 
Under this figure, in the lower part 
of the scale, you will find a number 
which tells you how many words per 
minute you read. For example, if it 
took you zy, minutes to read the art! 
cle, you read at the rate of 194 words 
per minute. This is your “Reading 
Rate” and should be recorded as such 
in the appropriate space in the table. 

Without referring back to the article, 
read these statements and write “Yes” 
at the beginning of each one which 
you think is correct, and “No” at the 
beginning of each one which you think 
is incorrect, 

-1. The Population Reference Bu 
reau says that about 5 percent 
of the national population 

moves from one state to an 


other each year. 


~ 


. The Institute of Life Insurance 
estimates that 31,000,000 people 


t 


pull up stakes and move each 
year. 


~~ 


. Among the new adjustments 
which must be made as enu 
merated by the article are: be 
coming acquainted with new 
neighbors, strange schools, a 
different church, and getting 
one’s mail rerouted satisfactor 
ily. 


_ 


. The article states the the lady 
of the old house wants the new 
house to be larger, nearer 
schools and stores, have a large 
yard, an outdoor fireplace, and 


a sunny kitchen. 


A 


According to the article, re 
gardless of how careful an in 


spection of the new house has 


been made before moving in, 
difficulty cannot be fully elim 
inated. 

—f), 


When the article says that the 
wise head will turn the selec- 
tion of the house over to the 
distaff side, it means that he 
will turn it over to his wife. 


| 
~ 


7. In this article, the previous ten- 
ants were said to have departed 
with three of the window 
shades. 


x 


. Other difficulties enumerated in 
the article are: garbage collec- 
tion problem, the newsboy’s 
aim, rattling windows, few 
shelves in the kitchen, a gar 
age door about to become un 


hinged. 


. The new house which the lady 
wanted has these disadvantages 
to the man: more grass to cut, 
weeds in the lawn, a hedge to 
trim, lots of trees to shed 


leaves. 


. The article gives no reason as 
to why so many Americans 
undergo this trial of moving 
each year. 

The correct answers are given on 
page 
referring back to your answers and 
checking them. 


29. Turn the page upside down, 


Allow yourself a score of 10 for each 
correct answer. Multiply the total num 
ber you had right by 10. This will be 
your comprehension score. Write it in 
the table on this page. 

The table now shows your present 
speed and comprehension scores in 
reading narrative material. You will 
wish to refer back to these scores as 
you progress through this book. With 
the use of the new techniques described 
and the practice recommended, you 
should note improvement right along 
as you work your way through succes 


sive chapters. (To be continued ) 


Filing manual— 
(From page 37) 


into actual being, and into use as 
quickly as possible. 

2. Experience with the firm and a 
knowledge of its products, services, 
facilities, polic ies, etc, 

3, Some previous experience or con 
nection with the records program, pre 
ferably in an administrative or co 
ordinator capacity. 


4. The availabie time to do the job 


right. 
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Deduri 


brings you 
a great 
new 


dictating-transcribing machine at a price 
that makes sense—Only *169°°!* 


col 


“2-way” Stenorette 


Here’s the dictating-transcribing equipment, every office, 
every business, every professional man—large and small 
—needs! And at less than half the price of comparable 
equipment of other leading makes! Never before has there 
been a modern, low-cost machine that gives so much 
dictating and transcribing efficiency ... with such ease 
of operation. Now everyone can have the convenience 
and economy of the dictating equipment they’ve always 
wanted. 


FINEST DICTATING-TRANSCRIBING MACHINE AT 
ANY PRICE! New “2-Way” STENORETTE is the 
finest machine of its kind ever built... proven by over 
200,000 users all over the world. Its quality stands up! 
Its operating expense is practically nil. (For instance, 
re-use the same recording tape over and over again 
indefinitely.) The magnetic tape reproduces sound with 
natural clarity. Here in a compact, portable dicta- 
ting-transcribing machine is real push-button efficiency. 
STENORETTE gives positive indexing, 30 minutes of 
recording, instantaneous playback, automatic error eraser 
and many more features! STENORETTE is backed by 
DeJUR’S 30 year reputation for precision electronic 
equipment of topmost quality! 


NEW SALES POLICY MAKES LOW PRICE POSSIBLE! 


STENORETTE is sold only through established franchised 
dealers. Buyers pay only for the machine and reliable 
retailer service. You don’t pay a cent for an expensive 
door-to-door sales setup. See STENORETTE—with the 
most modern dictating machine features available. 
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*F.E.T. EXTRA Transcribing accessories at a small additional 
charge. 


TO DEALERS: Your area may still be open for the valuable 


DeJUR STENORETTE franchise . . . write, wire, or phone for 
full details. 


You're Always Sure With 
USA 2) 


Long Island City, N. Y.; Chicago, ill.; Beverly Hills, Calif. 
DeJUR Internationale, G.M.B.H., West Germany 


Dept. OM.2 


quip t Division 
DeJUR AMSCO CORPORATION 
45-01 Northern Boulevard, 
Long Island City 1, New York. 


MAIL 
THIS 
COUPON 
TODAY 
FOR NAME TITLE 
FULL | company 
DETAILS ADORESS 


Gentlemen: 
Please send me complete information on the 
new DeJUR "2-Way” STENORETTE 
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after long sessions with a Dixon 
Ticonderoga pencil. No finger fa- 
tigue common with other writing 
instruments. Prove it to yourself. 


THE JOSEPH DIXON CRUCIBLE CO. 
Pencil Sates Division, OM-2 Jersey City 3, W. J. 


Try Ticonderoga — it’s Leadfast. 
TICONDEROGA | 


Should Records be Kept? 
this FREE 


booklet tells 

+4 available— 
ho our Manual of Re- 
cord Storage Practice 
with Retention Periods for 
general business and banks. It 
tells a simplified story of record 
procedure and an easy-to-do 
storage plan for inactive records. 
A VALUABLE GUIDE FOR 
EVERY BUSINESS. For your 
FREE copy, clip this ad to your 
letter-head and mail to: 


BANKERS BOX CO., Dept. OmM.2 
720 S. Dearborn St., Chicago 5, Iilinois 


na For More Information Use Readers’ 
Inquiry Coupon on Page % 


2) 
Not with TICONDEROGA 
Fingers won't cramp or tire even 


Of the utmost importance, in ad 
| dition to having these requisities, is 
the proper backing of top manage 
ment and a free hand in preparing the 
manual, Only with 100 percent back 
ing and a free hand can the full po- 


tential of the program be realized. 
First steps in writing manual 


What are the first steps in prepar 
ing a manual? The initial step should 
be an assurance that the project has 
the approval of staff management as 
well as line Manayement. Once sO 
assured, visits should be made to the 
various departments participating in 
the records program, particularly those 
that create and disseminate the mayor 
portion of the company’s records. The 
purpose of these visits should be to 
familiarize managers and other per 
sonnel with the scope of the program, 
the part they will have in it, and to 
ask for their criticisms, suggestions, 
and co-operation in getting it started. 
This is part of the general selling job 
and everyone contacted should be left 
with the feeling that he has an im 
portant part in the program. Further 
more, a manual issued without con- 
sideration of what each department re 
quires specifically in instructions and 
listings could only generalize and would 

be unlikely to have successful ap 
plication. This initial or groundwork 
phase is of utmost importance, It 
will have to be done eventually and it 
is easier and cheaper to do it in the 
beginning. And never underestimate 
the “ruffled-feathers” attitude of some 
group you by-pass and from whom 
you later seek co-operation, At the 
same time you must be objective and 
remember that the entire records pro 
gram, including the manual, must con 
sider and reflect the best interests of the 
company and the majority of persons 
concerned with records matters. 

Between meetings in your own or 
ganization, an effort should be made 

to visit other companies employing or 
planning manuals for records systems 
comparable to your own, Because 
hling manuals are relatively new, al- 
most everyone interested in them is 
both happy to talk about his own ef 
forts and results and anxious to learn 
what he can from others. This ex 
change of experience and research is 
will lead to 
better manuals and records control pro 


a healthy condition and 


grams tor everyone. 


These early meetings and visits will 
serve to develop the thoughts and 


ideas that lead to the decision to have 
a filing manual. From their develop 
ment should come an acceptable out 
line of the plans for the type of man 
ual best suited to your needs and the 
methods for making it a reality. 

Once the preliminary surveys and 
conversations are over, it is time to 
get down to the job of writing the 
pages. This should be done as soon 
as possible alter the conversations with 
others so that time does not dull the 
memory on the main points of in 
terest that have been covered. In 
writing your instructions use the 
plain, straightforward, understandable 
language of everyday business. Write 
in technical terms only to the extent 
necessary to present adequately tech 
nical matters. 

What should go in the filing man 
ual? Only the facts needed to ac 
complish your objectives. Volume is 
not the important lactor in a manual. 
As in all things quality should be the 
first consideration. Two typewritten 
sheets can be as effective lor one sys 
tem as two hundred printed pages for 
another. Of prime importance is the 
organization and usable sequence of 
the information and instructions put 
in a manual. An outline of a hling 
manual for a large company might in 
clude: 

1. A foreword or pretatory remarks 
page. 

2. A General Index of what the fil 
ing manual contains. 

3. An organization chart of depart 
ments and personnel of the company. 

4. A series of filing instructions and 
other records control information ap 
plicable to all who issue, use, or file re 
cords, 

5. An outline of the types of files 
in use and their contents, as 

a. Subject File 

b. Contract File 

c. Customer File 

d. Research File 

e. Other Files 

6. If you are using a coded system, 
a list of the subjects or accounts and 
their codes. 

7. A section on retention policies. 

8. Information on your records stor- 
age centers, 

In a smaller company you may not 
require some ol these sections because 
the organization is more compact and 
does not have to consider the prob 
lems of widely separated offices and 
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STEP ETT! H 
ae : 
PROUDLY \ () Vy. 8 
| ( { START WITH 
INTO fa | 
‘ & FURNITURE BY STANDARD 
THIS | 
: q 
j 3 4 RED LETTER DAY—it is one—the day you first step into 
fi an office like this . . . furnished with Standard’s hand- 
4 some new Continental Omega Group . . . planned and 
is color-coordinated from floor to ceiling especially for 
t 1. you. You deserve it. You feel good about it. This is an 
a '- i office you will be proud to have anyone see. Above 
= ~ ' 7 , ¢ all, an office where you can live with your work in 
: jy : ' complete comfort and efficiency. Standard’s cabinet- 
' fi ‘ : . makers have seen to that! In Continental they give you 
: 5 the first really custom-fitted executive furniture—furni- 
ji . ture with a choice of drawer assemblies, panels and 


tops which your Standard Dealer can select, arrange 
\ and fit on the spot to your office area and work needs. 
Even the chairs, desk pad and other accessories, or- 


dinarily islands of unrelated design, are integrated. 
Everything is right—smartly done . . . purposeful. 


A WILLIAM 1. SULLIVAN DESIGN 


To duplicate this office or to see other equally 


handsome Office for Living plans, look up your 
Authorized Standard Dealer in the Yellow Pages 


— or write for free folder and your nearest 
dealer's name. 


THE STANDARD FURNITURE COMPANY 
HERKIMER, NEW YORK 


CONTINENTAL OMEGA EXECUTIVE FURNITURE, CHAIRS, 
DESK ACCESSORIES AND COLOR CONTINUITY PLANS 
ARE EXCLUSIVE WITH STANDARD DEALERS. 
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TAME ' 
DECIBELS 


Noise control in the 
office is easily 
accomplished the day 
you install 


SOuUNDEX PaRTITIONS 


both sides soak up sound like 
blotters soak up ink. 


' 


9 


WRITE FOR J 
FREE CATALOG TODAY. 


SRL ial Ine 


2417 EASTERN AVE, GRAND RAPIDS, MICH. 


build it yourself with... 


Steel Guides 


Just type the captions you 
need—slip them quickly 
into these movable 
clamp-on guides. 1001 
other uses to save time 
and improve your filing. 


Available in 1 or 
2” widths. Packed 
25 to box with 
labels in strips for 
easy typing. Also 


See your 
office supply 


dealer or alphabetic labels 
write to 200 subdi- 
visions. 


CHARLES C. SMITH, INC. 


EXETER 


NEBRASKA 


For more than 50 years a complete line 
of time-saving signals and indexes 
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~ 
need a SPECIAL index system? 


personnel. On the presumption that 
all are required, let us briefly consider 


what each should include. 

The foreword or prefatory remarks 
page should explain briefly the pur 
the filing 


ance of the 


pose ol manual, the import 


records control pro 
gram to the business, and a condensed 
what follows in the 


preview ol man 


ual. 


The general index should be a com 


prehensive alphabetical! table ol con 


tents of the manual. It must be a 


guide to quick and easy finding of any 
type ol information presented in the 
manual. Any item in the manual that 
discussed under more than one 


listed 


can be 


name or title should be as many 


Ways a5 necessary to assure satistactory 


use of the general index. 


The instructions section of a filing 


manual may be either simple or seri 


ous and detailed nature, depending 


on the persons for whom they are 


written. The most important factor to 


consider in preparing the instructions 


portion ol a manual 1S the attitude ol 


employee and management toward 


yood records maintenance, and their 
understanding of its basic principles. 
A small company whose officers and 
workers recognize the necessity of 
yood records management, and have 
installed a satisfactory system, may re 


quire only a few basic instructions to 


guide the program. A larger organ 


ization with many widely separated 
ofhices, or a company with a lesser un 
derstanding of modern records main 
tenance procedures, will require broad 
er and higher level instructions to help 
sell proper records control. In such 
should be 


that 


cases there comprehensive 


those will influence 


the thinking and 


instructions 


actions ol various 


levels of management and the creators 
records, as well 


and users of as hling 


personnel, In plain words, the in 


Structions section can also be d med 


ium that continues to sell rhe records 


program, Better records management 

will be the result. Instructions included 

for the purpose of helping to sell a pro 
pur} ping | 


bac k as 


the program is firmly established. 


may be cut soon as 
Not, 
however, the primary instructions need 
keep 


healthy. It is im 


xram 


ed to police the program or 
it progressively 
portant then that basic instructions and 
selling aids be separated to the extent 


possible latter 


to permit dropping the 
without affecting the former. 


The instructions section of a filing 


manual written for an average sys- 
tem should explain: 

|. Who will supervise and co-or 
dinate the efforts of those in the pro- 
gram as well how it will be done. 

The various routines, procedures 

and controls that will govern the pro 
gram. 

}. How a good records program sup 


ports the other routines of business. 
Correct labeling essential 


Filing instructions written for any 


tiling manual should explain in strong 


but simple language the importance 


of correctly labeling records—use of the 


right titles—not at the end of the re 


cord’s course in the filing department 


but preferably at the time the re 


cords are created or processed. Cor 


rect ttles can and should be used by 


those who write the letters, reports, 


Selection of the right 
a natural 


memoranda, etc. 


title for a record should be 


and casy effort for those who create 


and use them. Assigning titles to re 


cords 1s neither a wise nor a correct 


assignment tor hling personnel. They 


are the custodians of records, not the 


authors. 


Any instructions on proper selection 
ot titles should include warnings against 
varied and alternate use of key words 
in subject utles or customers’ 
Such bad 


the filist and slow down filing opera 


name, 


practices not only confuse 


tions but also can have an undesired 
repercussion later in the use or attempt 
ed use of the records by the authors or 
users. You cannot expect to receive 
promptly, in a complete package, at a 
later date, that which you cause to be 
separated by different names over a 


period of time. 


\n explanation of the different types 


of file in use (customer, subject, sur 
included in the 


sections of the 


vey, etc.) should be 


mistructions manual. 


Kach hile should be defined as to its 


purpose. However, any itemizations 


of the contents, subject titles, and 
made a 


This 


for proper growth and 


codes of any hile should be 


separate part of the manual. 
will provide 
change in that part of the manual that 
will be 


atter the 


referred to most frequently 
program has settled. It is 
also the part of the manual that will 
be re-written most often to cover the 
additions and changes that occur in the 


When a 


code file is 


hling 


system. numerical or 


other type of used, there 


must be adequate information explain 
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Only the REX RECORDER 
gives a DOUBLE GUARANTEE 


This guorantee is backed, both by, EXCLUSIVE FRANCHISED 
trained dealers who give IMMEDIATE SERVICE in the 
users office and by Notionol Headquorters. Original REX 
RECORDER ports ore stocked by both for proper service 
ond maintenance. 


.--on the NEW TN-3 


Rex-Recorder 


DICTATING/TRANSCRIBING MACHINE 


. . » and SAVE $75 per machine as compared 
to purchase price of other 
MAJOR dictating machines. 


@ The NEW roll-tope-tear-off automotic indexing system is the finest and most efficient 
indexing system devised... and o REX RECORDER TN-3 exclusive. It requires only one loading 
for a minimum of 35 uses and gives perfect instontaneous ploce location and visibility 


© Only REX RECORDER TN-3 combines the 
magnetic recording principal with dictating 
machine system efficiency 

© Four years of use by single machine users 
and large corporations using os mony as 
400 REX RECORDERS has proven that the 
REX RECORDER is one of the most repoir 
free machines for dictating and transcribing. 
BENEFIT FROM: REX TRAVEL SERVICE 
Thousands of business people (small and 
large) and professional people are enjoy- 
ing the benefits of REX TRAVEL SERVICE 
When you ore travelling, membership in 
RTS entitles you to contoct the local REX 
RECORDER decler... and he will supply 
you with the necessory dictating machine 


equipment, during your stay 


Roll-tape-teor-off & 
Indexing System 
Not | Keadquarters 
«AMERICAN 
DICTATING | 
MACHINE CO. 


Close totk z 
s 65 MADISON AVE. 


Conference microphone £-1 Control Panel N.Y. 
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Advertisement 


NEW PAPER CUTTER 


Michael Lith, Inc., 145 West 45th 
St., New York 36, N. Y. offers the 
low-cost Michael 14” All-Purpose 
Paper Cutter especially designed for 
offices with duplicating, small offset 


and reproduction departments. It is 
manually operated and will cut a 2” 
thickness of paper. Of all steel con 
struction with detachable, hollow 
ground blade, automatic safety latch, 


balanced lever and adjustable back 
gauge. The cutter is 26” wide, 2214” 


deep and 3414” high including han- 
die. Cutting width is 1414” Inside 
cutting length, knife to back gauge, 
is 1334” 


How To Get Things Done 
Better And Faster 


Boardmaster Visual Control 


Gives Graphic Picture—Saves Time, 
Saves Money, Prevents Errors 

Simple to operate —Type or Write on 
Cards, Snap in Grooves 

Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

Made of Metal Compact and Attractive. 
Over 60,000 in Use 


Full price 549° with cards 
FREE 24-PAGE BOOKLET NO. G-200 
Without Obligation 
Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd St. « New York 36, N. Y. 
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ing the code structure and the sub- 
jects involved. There must be clear 
cut instructions also on how to as- 
sign the codes to correspondence, re 
ports, and other records. 

Policies and pertinent facts on re 
tention periods for records, including 
the procedure for classifying each re 
cord for its life period, should be made 
part of the filing instructions sections. 

If there is a records storage center or 
transfer file location, information on 
these points should be covered in the 
instructions sections of the manual. 
Supervision of policies affecting the 
center, shipments to and_ deliveries 
from it, services offered by it, and peri 
ods for and means of destroying use 
less records are facts that should be 


COV ered. 
Procedures should be stressed 


The mechanics of filing, good filing 
procedures, ought to be a part of the 
instructions section of a hling manu 
al. These facts are usually prepared 
for filing personnel mainly and intend 
ed as part of their training program. 

Because there is no filing system 
with real volume that can keep every 
related subject matter or customer mat 
ter together, there must be informa 
tion in the instructions section of the 
manual explaining why and how you 
separate certain seemingly connected 
records. There should be suitable 
cross relerences, in the itemizations of 
separated subjects, etc. in the manual 
to bridge these gaps. The same cross 
references always should be made in 
the actual files too, 

How is the character and form of 
a manual developed? The inner qual 
ity of a manual is determined by the 
power of the words used, not just a 
lot of words, but words that have 
clarity and comprehension. The writer 
must consider how his writing will be 
read and interpreted by the reader 
the person he is asking to do certain 
things alone and others in joint co 
operation with his fellow workers. 

\ manual can be made more inter 
esting and sometimes more under- 
standable by the use of illustrations. 
Cartoons, pictures, line drawings, and 
copies of forms help break the mon 
otony of straight prose in a series of 
instructions. Some humor in the car 
toons or other media is acceptable 
when it is done well. Famous or 
other suitable quotations are often used 
to good advantage as preambles or in 


troductory themes for each section. 


Practical examples to illustrate a con 
dition or situation should be used 
as often as necessary. 

The tangible part of the manual 
takes its form and character from the 
type of binders, divider guides, and 
paper that is chosen. Binders come in 
many styles and materials, ranging 
trom plain paper covers that cost 
somewhere between five and ten cents 
each to genuine leather which is quite 
expensive. The most popular are the 
low-to-medium priced synthetic lea 
thers that are available in many colors. 
The manual title and company name 
can be embossed in contrasting inks to 
give the finished job attractive eye ap 
peal. As previously stated, selection of 
binders should be made alter consulta 
tion with two or three reputable sup 
pliers whose experience and counsel 
should be given careful consideration. 
However, be sure they discuss the mer 
its of post as well as ring binders. 

The last statement also applies to 
the printing, if it is be done out 
side your own organization. Get the 
facts on letterpress, offset, photocopy, 


mimeographing, etc. to determine 


TYPEWRITER 
MOUNT 


SUMEMTL 


Mounts and Silences 
ANY TYPEWRITER 


for Standard 
Typewriters 
$7.50 Retail 
Model E 
For Electrics 
$12.50 Retail 
@ Finger tip swing action 
@ Standardizes typewriter fastening 
@ Eliminates noise and vibration 
@ Rapid interchange 
@ Theft-proof 
@ Economical @ Sanitary 
@ Lasts a lifetime 
Send for Literature 


BUSINESS MACHINE 
PRODUCTS, INC. 
8 Engle St., Englewood, N. J. 


For More Information Use Readers’ 
Inquiry Coupon on Page % 
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How often does someone Webster 


in your Company use 


; ° 
this mark? +47 A makes ribbons for 


225 office machines 
CLIP THIS AD, IT’S WO Job requirements, operators and machin 


CONSIDER THESE FACTS... vary. But two needs are constant — the need 


: : clear legible work and the need for eco 
Using this method is sheer waste 


of valuable time because it is 
cumbersome—requires pencil 
and paper—and is inaccurate. 


nomical production 

Webster meets these need with a 
variet of inked ribbons made for 
machines and kinds of work. Made f 
finest materials, either silk, lo 


By substituting the faster, much 
more accurate and economical ton or nylon. These unco 
DENOMINATOR method, you anteed ribbons are available in a wi 
can save money. of color and ink iIntensit 
How much? Sendusyoursortand § ‘5 The ribbon that does high qualit 
count problem today — without ‘ dependably and economicall t} 

obligation we'll be glad §@ 4 om for vour office. Your W eat of 

to show you hw THE |_=_izizz™™! reat Be it , 

. DENOMINATOR can ; : a 
help you. Write Depart- : ee us Gees 


ment OM-62. I. 5 Webster Company 


} Amherst St., Cambridge 42, Ma 


The DENOMINATOR a Inc. 
261 BROADWAY, NEW YORK 7, N. Y. 


“Manufacturers of Tabulating Machines for 40 years —_ 
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which is best suited to your require 
ments and pocketbook. The choice 
of printing will help determine the 
paper stock to be used, and the choice 
of binders the punching of the pages. 
Your choice of printing will also have 
a bearing on collation of the pages 

putting them together in sets for in 
sertion in the binders. This is an 
other item to cover in your discussions. 


When to use loose-leaf manuals 


A manual that is subject to change 
should have loose-leaf pages. A loose 
leaf manual will: 

1. Permit early release of completed 
sections of the manual vital to a proper 
understanding and execution of the 
records program. As a rule it is not 
necessary or advisable to wait until 
every minute detail of information 
and instruction is prepared and only 
a completed manual released. Such 
procedure delays distribution of im 
mediately usable information. 

2. Permit changes to pages as ne 
cessary, and easy addition of new pages 
or removal of obsolete pages. An 
active, healthy manual will require im 
provement and correction of incom 
plete or erroneous facts. Those ad 


ditions, corrections, and deletions along 
with entirely new pages on occasion 
should be part of the program to have 
a monthly, bi-monthly, or quarterly 
filing manual reprint. 

3. Permit issuance of the manual at 
any time either as a complete unit, for 
those who require everything, or in 
part for those who will be concerned 
with certain sections only. 

As sections of instructions are com 
pleted and ready for printing, they 
should be reviewed by a checking com 
mittee composed of representatives of 
departments participating in the pro 


| 


gram, or whoever else responsible 


lor acceptance of the material for in 
clusion in the manual se sure you 
catch your errors and changes before 
the manuscripts go to the printer. Your 
costs will soar if you don't. 

What is the final step? When the 
filing manual is ready for release in 
part or as a whole, it should be intro 
duced to your organization by a let 
ter from someone in the upper bracket 
of management. Such a step will add 
substantially to the receptive mood of 
those to whom it is assigned. It also 
will give additional support to the re 


cords program asa whole. Last but not 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


wit O,follr 


*T. M. Reg. 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 


PLYMOUTH RUBBER BANDS 


least, the effort and expense put into a 
filing manual designed to give you bet- 
ter records control should make it 
“must” reading for all who create, pre 
pare, use, or file records. 


Airline— 
(From page 31) 


by a simplification of work procedures 
that would be the envy of many busi 
ness houses. 

Individual private offices for such 
operations as publicity, scheduling, ac 
counting, etc. are provided on the 
mezzanine floor away from the public. 
Access is past a receptionist who also 
doubles as a switchboard operator. 
Fach unit is self-contained, and under 
d supervisor, 

In the main ticket office, counters 
have been eliminated, and modern L 
shaped work desks substituted. Each 
work desk serves as ticket counter, 
an “office” for the occupant, and a 
sem private receplion center for the 
customer, 

Cost accounting on each flight is 
carried on at each desk in front of the 
purchaser on simplified, 10-key Addo-X 
Adding Machines. All costs, inci 


Tende Mart Reviptered 


= 
= 


only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 

You will appreciate the speed and accuracy with 
which your records are filed and - y instantly 
available for reference, Your clerks will appreciate 
the ease and accuracy because all the tugging and 
pases of ordinary folders is eliminated. Guide-O. 
olders just glide back and forth on their steel 
frames with finger tip ease 

Ask your local stationer or office equipment dealer 
to show Pa - how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


For More Information Use Readers’ Inquiry Coupon on Page %% 


TRETCH .. OUTLAST .. OUTSELL... ALL OTHERS 


@ Bands for Every Purpose 


@ We'll Make Them for 


Your Special Needs 


All Plymouth Standard Bands Made 
to Federal Specifications 


SOLD ONLY THROUGH RECOGNIZED WHOLESALERS 


PLYMOUTH RUBBER COMPANY, Inc., Canton, Mass 
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dentals, taxes are immediately tab 


Report— 
ulated at the moment of purchase 
(From page 7) 


Swissair considers this individua 


lized, “front office” activity of its sales 


> | 

personne!) an important art oO its 
‘ . I that event revise the outline of rake 
procedure ol making the tourist and 


business man feel confident and at 


a new one and start over; in no case 
should you try to “muddle through’ 
home. 
B | } by changing the plan as yOu po along 
scsides th cost estimates of itn 
; It is also advisable to have all tables 
eraries that are often extremely com 

he and illustrations prepared at least in 
plicated, the sales personnel also keep 


Addo ma 


chines of sales figures at their indi 


rough form betore beginning to write 
a running account on the : , 
— ~~ With these materials at hand the writ 
wer ing need not be interrupted to ar 
vidual stations. 
Qe g range data, make calculations, or ce 
The use of the L shaped steel desks } 

termine relationships 
enables sales personnel to switch their 
activities from Finish the draft before polishing 


paper work to complete 


attention to a customer in a matter One of the odd phenomena about 


ot seconds many report writers is that they in 


The avoidance of traditional count sist on making this writing of the 
ers, while it costs more in terms of rough draft a much tougher job than 
square footage, more than pays for it it should be by subjecting themselves 


self in terms of customer prestige and to constant, severe self-criticism. An 


Satisiaction 


bining the efhiciency afforded by 


author of this school will keep switch 


(Com Ing his concentration back and torth 


modern business equipment with the between the production ot ideas he 


Old World idea of service 1S, accord wants to express and the lorm ol 
ing to Swissair, the best way of build their expression. He will put down 
ing sales impact into the airlines a few tacts and an idea, and then go 


greatest “point-of-sale” display—the back to read over what he has written 


ticket office to see how it sounds. This unhappy 


WILL BUY FOR CASH 


USED BILLING & BOOKKEEPING MACHINES 


BURROUGHS Model #7200, 7800, M-215, M-222, M-235, M-806 
BURROUGHS—SENSIMATICS sFi00, F200, 

NATIONAL CASH REGISTERS 
N.C.R. PROOF & ANALYSIS 


N.C.R. 3000 Class 
N.C.R. INSTALLMENT POSTING 
NCR. 3100 Class 


21500, 1900, 2600, 
22010, (123) zal (135), 22015 (145), 
0 (24 
330617 Teak) 18 23—40,000 & ov 
“#A2206 (64UP), A2207 (642) (62!) (630) 
$31—10—10 (18) 20° 24, 700.000 & over 
SUNDSTRAND ; £28409! 2600000 & over 
REMINGTONS ‘ ‘ - tY 175,000 & over 
BRANDT COIN MACHINES—Mode! .. $60, 61, 100, 101, 150, 200, 201 
KARDEX CABINETS Size 5x8 only 
Advise Complete Model & Serial Numbers 
for Our Quotations 


L. A. PEARL COMPANY 16 
Dept. 3M, 140 West 42nd Street New York 36, N. Y. Good 
BRyant 9-1459 Wisconsin 7-1220-1-2 
DEALERS IN USED ACCOUNTING MACHINES Reasons 
with 


To Company Librarians: 


FEATURE 
: . is : 1. Locking signa! | 
. ia i oa on 
Microfilm editions of Office Management maga 5 Cacls essed claaal 
zine are available to regular subscribers who 3. Protected pocket 
find it inconvenient to store regular bound vol- 4. Pocket tight to lug 
aa e? ; 5. Positive visibility 
umes because of space limitations. The micro- 6 tose of insertion 
film rolls are sold by University Microfilms, 313 7. Quality 
> = oe . 8. Price 
N. First St.. Ann Arbor, Michigan. Each roll 


covers all editions of the magazines for one year. 


FEBRUARY 


Visible Equipment 


[sicp|3}4 


practice results in continual interrup 
tion of the author's thought processes; 
and after each interruption he must 
mental 


drag himself back onto the 


track he had been traveling, with no 
way of being sure that he is getting 
back on at got off 


Writing of this kind, produced with 


the same place he 


many stops and starts, will understand 
ably be jerky and lacking im con 
tinuity or transition 

Other report writers suffer trom a 


kind of stage ht in writing the 


Irig 
rough dratt Frequently such a man, 
trained in some technical or business 
held, fecls like a fish out of water 
when he sits down to write He will 
ipproach the task wath the subcon 
sclous conviction that he “never could 
write” or that he “hates to write” 
And regardless of what his real writ 
ing ability may be, the very fact that 
he is afflicted with this modesty will 
make it difficult for him to do the 
job with any degree ol ease or com 
petence 

lo avoid these difhculties, theretore, 
in writing your rough dralt you should 
ipproach the job with the simple be 
lief that you can say what you want 


10 say—and in doing that you should 


INVESTIGATE 


Before you BUY 


FEATURE [sig 
9. Accurate analysis locked signalling 
10. Pocket with wire and acetate lug |¥| 
11. Pocket lug riding on rail Y 
12. Frictionless shift of pockets Y 
13. Perfect layback of pockets Y 
14. Roller suspension slide y 
15. Group shifting of pockets Y 
16. Greatest card capacity 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 
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Save valuable time 
with the 


DUX "COMBI" 


This new combination Tape Dis- 

penser and Precision Pencil Sharp- 
erer belongs on every desk. Sharp- 
ens standard and jumbo pencils 
and crayons, with replaceable ra- 
tor-sharp biades. No fuss, no muss 
no loss of time. Base holds up to 
%"' tape, for quick, easy use. Fine 
for home use, too 


See your stationer or write 


FRED BAUMGARTEN 


Exclusive Imports, Dept. Y-2 


675 Cooledge Ave., N. E. 
Atlanta 6, Ga. 


very carefully shun the habit of inter 


superty ial and easily 


GENUINE apeyative 


FREE Weigene 
DIES ano PROOFS EY y SEIU 


Gonuine BUSINESS CARDS 
500 $11 e 1000 $15 Qala 
COVERS 


BUSINESS ANNOUNCEMENTS 500 ONLY $28 
$3” 150 


CLIP YOUR LETTERHEAD TO THIS AD... 
DEWBERRY ENGRAVING CO. 


MAIL FOR FREE PROOF 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 


remedied in re job is run even though there are no 


rupting yourself as you write to see vision. The structure and organiza changes. 

how you are getting along. You tional pattern of the report will be Perhaps a contract with a printer to 
should try to maintain a continuous sound, and because it has been writ do all of a certain type of work for 
flow of ideas, guided by your estab ten as a whole or whole segments which he is economically suited is the 
lished plan of organization, and write rather than piecemeal, it will have most economical plan for most com 
as rapidly as possible with a view to unity. Hence, the final revision panies in the long run, for the follow 
getting everything said while it is still stage, it can more readily be studied ing reasons: 

in mind—for thoughts can be most and. eriticized comprehensively, as a 1. He can gang run your job with 
elusive and difficult to recall in time whole, rather than in fragments. jobs of other companies for lower 
to be included. prices. 


For the same reasons that rapid writ 


ing is advisable once the rough draft 


, 
begins, it is also advisable for you Forms 
to keep going as long as possible, (From 
Under ideal conditions it would be best 
to do the entire job in one uninter In order to get 


rupted effort, for this will produce a 


unity of style and proper proportioning 


necessary for the printer to combine 


jobs of many companies to reduce press 


2. He is accustomed to the type of 


printing and certain general routines. 


Usually the larger the company, the 


page 26) more different types of equipment can 


be purchased. This allows greater sav 


price. it is ings, provided there is enough work 


lower } 


keep the equipment in use a large 


part of the time. Each type of equip 


of parts that cannot be achieved by cost. This makes necessary to plan ment has certain limitations for efh 
doing a little today and a little to the work ahead to accumulate jobs of cient use over other types. There are 


morrow, Such a working method 
of course, often impractical, but it takes time and 
would in any event be wise to com 
plete at least a full section or sub 


section in one continuous period ol 


the same paper, quantity and size. This 
the cause of even 
simple jobs taking 
month and longer to print. 


In a shop suc h as ours, We save the 


uses for mimeograph, ditto, photo off 
set, ozalid and photostats where one 
as long as one would be the logic: il choice over the 
others for a specihc ap pli ication. Thus 


additional machines make it essential 


effort. metal plates and rerun them as needed that the forms or methods man know 


A rough dratt prepared in accord 
ance with the supgpestions given above 
will probably not win any literary 


awards, 


provided there are no changes. Large 
printers save only the negatives and Jay 
out these ne watives as large 


made every time a 


sut its defects will be largely new plate must be 


when to use the proper equipment lor 
prices consistent with the 


quality required. 


the lowest 


] plates so a 


(To be continued ) 


THE INCOME TAX MAN 


will let you deduct the cost of busi- 
ness travel—but only if you have 
definite, itemized records to show him. 


BEACH'S 
“Common Sense" 
EXPENSE BOOKS 


are best because you jot down the 
expense as it is incurred rather than 
later when a lot of it is forgotten. 


Buy them from your stationer or 
write directly to us. 


Beach Publishing Co. 


7238 Woodward Ave., Detroit 2, Mich. 
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Catalogs, Booklets, Brochures 
for the office 


Fraud Prevention 

Cummins-Chicago Corp., 4740 N. 
Chicago 40. Prevention of Fraud and Error .. . 
part of 


technical release to the Chicago Chapter of the 


Ave., 


an integral 


Ravenswood 


systems design, by Arthur Weiss, a reprint of a 
Systems 


and Procedures Association of America. 


Bond, Ledger, and Index Papers 
Byron Weston Co., Dalton, Mass. 
The “Red Book,” a pocket-size reter 
ence manual, newly redesigned, con 
taining facts and figures about various 
ind rag, 


types of papers, including rag 


content bonds, ledgers, index bristols, 


(2) 


Plastic Binding kquipment 


Tauber Inc., 200 Hudson St., New York 13 
Bind Your Own Sheets and Booklets, a booklet on binding 


(3) 


— 


Plastics, 
with plastic materials. 


| 
Duplicating Supplies 


Michael Lith, Inc., 145 W. 45th 
St.. New York 36. Catalog, Idvanced 
Offset, 
and Supplies, available to organ , 
Multilith and Davidson fh 


(4) iY hee 


Oakwood Ave., 
(ata og de scribing business machine and typewriter 


Advenced 
fechmique: tn oltses 
Soplicatiog phere, 
ond vepplies 


Techniques in 
Plates 


izations 


Duplicating 


with 


duplic iting mac hines. 


Vachine 
Steel 


Business 
Meilink 
Ohio. 


Stands 


Sate Co., 1672 Toledo, 


stands. 


Pencil Selector 
Eagle Pencil Co.., 
New York. The 


16-page booklet designed to help the 


703 KE. 13th St., 
Pencil Selector, a 


user select the right pencil for different 


(6) 


types of ofhice jobs. 


Records Storage 
Leahy Records Storage, 337 W. 27th St.. New York 1. 
Folder, Just for the Records, on records storage facilities 


(7) 


and services. 


Storage Racks and Bins 
Bernard Franklin Co., Inc., 


delphia. 


3110 E. Hedley St., Phila 
Special Data Bulletin with architectural specifi 


cation data, technical details, etc., on steel storage racks 


For further information, use Reader Inquiry Card on 
page 96. 
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and bins. 


NEW! AICO’ OPEN SHELF 
FILING GUIDES 


With Extra Large 
Windows, Both Sides 


Inset Shows Actual Window Si 


Makes Filing, Finding Faster, Easier, 
More Economical, More Accurate! 


These AICO Guides are especially 
designed for Open Shelf Files. Your 
titles are always clearly, quickly seen 
on the 244" x 1° Insert. Inserts avail- 
able in A-Z divisions, 8 breakdowns 
25 to 1000. Numerical, up to 10,000 
Guides are half size in height for 
economy. Body of 25 pt. Pressboard 
Special size Guides to order. Send 
specs for free quotations 


Windows a Full 2%" «x 1° 
Titles Seen at 15 Feet. 
Copy Reads Left to Right, 
4 Times Ordinary Size. 
Hook Are Optional, 
Placed In Any Position. 
Strong Plastic Tabs, 
Insertable Both Sides. 


FREE: 


Write Guide Dept. for Free Sample, Literature 


97 Reade St., New York 13, N. Y. 
426 S. Clinton $t., Chicago 7, Ill. 


INDEXES 


« 


NOW ... for a limited time only 


ADDITIONAL COPIES OF THE 


Office Management 
(The January 1956 issue of OFFICE MANAGEMENT) 


e Available to Subscribers at 
$1.00 per copy 


« And to new Subscribers with 
annual subscription 


OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N.Y Date 
Check We ara Subscribers to Office Management 
additional copies of the 
$1.00 per copy 


Send us 
1954 YEARBOOK edition at 


Enter our subscription to Office Management and in 
clude » copy of the YEARBOOK issue 


} $3.00 for one year $5.00 for 2 years 
Name 
Title 


Firm 


Address 


For More Information Use Readers’ Inquiry Coupon on Page %% 94 
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Now nylon stops 
squeaks in Bassick 
4A) Chair contro 


New nylon bearings make Bassick’s modestly 
priced G-1000 tilting chair control safe, silent 
and maintenance-free. 

At one stroke the new bearings 

(1) stop squeaks and chatter 
(2) put an end to the messy job of lubricat- 
ing this area 

-(3) eliminate metal-to-metal friction bear- 

ings which often elongate and give a 
chair the “wobbles.” 


Close the books on your office chair mainte- 
nance budget by making sure your chairs have 
Bassick G-1000 Tilting Chair Controls —as well 

s “Diamond-Arrow” casters, of course. Bassick 
controls are being used by leading office chair 
manufacturers. THE BASSICK COMPANY, Bridge- 
port 2, Conn, In Canada; Belleville, Ont. 


rn Bassick 


e wo" a prvisien oF 


MAKING MORE KINDS OF CASTERS 


MAKING CASTERS 00 MORE 


94 For More Information Use Readers’ Inquiry Coupon on Page % 
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Agency —-Gray & Rogers 
Ss 
Shaw-Walker Co 15 
igency J. Walter Thompson Co 
Styotmacte Corp., The 80 
gene Cayton, Ine 
Shwayder Bros., Ine 41 
tgency Grey Advertising Agency 
leg 
Smead Mfg. Co., Inc., The 60 
Smith, Inc., Charles C Be 
Lgenc lyre Swanson & Assoc 
iT 
Standard Furniture Co 85 
(gency Moser & Cotins, Ince 
T 
Times Facsimile .y 70 
Agency—-Thomas & Dedehanty, In 
Underwood Corp 4th Cover 


igency— Brooke, Smith, French & 
Dorrance, Ine 


v 
Victor Safe & Equipment, Rem- 
ington Rand Dealer Sales 
Div. of Sperry eames Corp 75 
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Virginia Metal adeces Ine 46, 47 
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Agency 
Weber Addressing Machine Co 64 
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CLASSIFIED ADVERTISING 


Rates are |5¢ a word. Minimum charge $3.00. Payable in ad- 
vance. Address replies to all 


Box Number ads c/o OFFICE 

MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 
For Sale or to Buy 
WANTED-ALL TYPE OFFICE Machine, F g Equipt t, Office 
Fu ture, Kardex, A e Postindes Will exceed a mar ‘ t rade 

i “ W rit War National Office Equipment ¢ 4 Bh me 
St New York, N. ¥ 
FOR SALI Sixty wooden transfer files and cighty tal unsfer files 
One Class 900 Address4)-Graph, with lister a ime One Address 
Graph file cabinet ix trays. OM, 21¢ 
WE HAVE THE FOLLOWING used offic juipme ale All 
guaranteed to be first clas neition Na il iA nae Machine 
cme Visible Re is C and Stands, Star 1 Duplicat Machir 
Write us for photog t und 5s cat Hart Automotive 
Parts Co... 1230 Mar Ss t. Chatta a. Ter 


Business Opportunities and Services 


ELECTRONICS lea how to progran blen ich as Pa 
roll, Ac ints Receivable and Inventory Control for electror computer 
Send f free informat 1 re ir Home Study ¢ Progratr 
ming for Busine Computers Business Electronics Im Educational 
Section, Box 0 Rincon Annex, San Francisco 19, Calif 
POOR PENMANSHIP CORRECTED in 10 hours with “OZ” Har 
Guides No Failures Detail ree “OZ Box 665 (30P) St. Louis, M 
Positions Available 
OFFICE SYSTEMS ANALYST. -with deg i I " xper 
needed ft Plant “ livisior tafl i ery zat 
Se ‘ ! and’ sala { I Box 4 Princet 
N. J 
SYSTEMS & PROCEDURES MAN, age 284 ut least “ 
ence, at least hig! wl education Must he willing to mm Ne York 
t Bostor Some travel : _ 
(M Alabama “ be required Sala $6.0 $ ) denendir 
on qua “i rested plea at F. D. Strong, Pepperell 
Mig. ¢ Boston, M 
Positions Wanted 
FINANCE SUPERVISOR for publish rn “" ‘ ' 
public accounting experience & year f B.B.A te 
$7,000.00 ‘ 1 o™M 
COMPTROLLER EXECUTIVE ACCOUNTANT CPA ¥ ork 
Ext e taxation ackg nd, 4 marric Ove ear ] rsified 
ble tier it. ny tually advant eo a OM 


CHANGE OF ADDRESS—In requesting a 


change of address, please give your old ad- 


If 


possible send us the stencil impression of 


dress exactly at it appears on our records. 


your former address taken from last copy of 
OFFICE MANAGEMENT. Allow 3 weeks for 
corrections. OFFICE MANAGEMENT, 212 
5th Ave., New York 10, New York 
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Biggest Ball Point 
WRITING Year... 


Biggest Ball Point 


- 


ERASER Year! 


mace 
iwnusA 


T 
ODAY almost everybody goes for 
ball point writing. 


RASER 838 


Almost everybody 
is doing more and more ball point 
erasing! 


os 


It takes erasers of special 
and skilled manufacture to 
cleanly erase ball point ink and ball 
point lead, Weldon Roberts has ‘em 
originated “em THE MOST OF THE 
BEST... BRAND NEW! 


texture 


ETe 


7ecD0% Boll Point J 


| ¥oeerts 


| ASK YOUR STATIONER TO SHOW 
YOU THESE STYLES & SIZES FOR 
| ALL BALL POINT USERS! 


All the same soft green color 


eet 


} bead <@ BALL POINT JET 

y NO. 638 WITH POCKET CLIP 

7) NO. 6380 WITH WHISK BRUSH 

} Ball point eraser in stick form, wm 

‘ t transparent plast holder 
/ / ‘ eva an be 
mn ed utword Not a mechanical gad 
yet. Refills, of course. CO) Reh 


<4NO. 138 PAPER-WRAPPED 
BALL POINT “ERASER-PENCIL” 


onveniont puli-atr off 


ng peels 
wrap for easy pointing 


faper «piral 


—— 
BALL POINT BALL POINT NO. 38. 
Walden Robeilh Enanan Handy elliptic 


No 38 MADE IN USA » te ee © te nine 
_ 


ORDER TODAY! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World's Foremost Eraser Specialists 


Waldon Ro veils 
Eran 


Correct Mistakes in Any Language 


For More information Use Readers’ Inquiry Coupon on Page % 95 
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INQUIRY SERVICE 


For Subscribers to OFFICE MANAGEMENT 


GET MORE 


INFORMATION 
quickly -- easily 


On New Products 
ee 


Obtain New Catalogs 
and Helpful! 
Literature 


This service is provided for the con- 
venience of Office Management Execu- 
tives in obtaining complete inform- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fled by their respective page numbers 
Fractional page advertisements are 
further identified by the initials of 
the advertiser 


Simply circle the 
respective numbers 
in coupon below 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


SEND OFF THIS BLANK... FOR PROMPT SERVICE 


. eT -_ Please forward to the respective companies, our request for 
OFFICE MANAGEMENT further information on the items we have circled below. 


212 Fifth Avenue, New York 10, N. Y. 


There is no obligation to us for this. We understand this is 
a service to us as a subscriber. 


CATALOGS AND OTHER AIDS 


(Cirele respective item numbers) 


FEBRUARY 1956 
NEW PRODUCTS ITEMS, 


l 5 
2 6 
3 7 
i Ss 


FEBRUARY 1956 ADVERTISEMENTS 
(Circle respective page numbers on which ads appear) 
2nd Cover 3Y 67 RS 
Brad Cover 10 68 86 GRP 
ith Cover 41 69 86 CCS 
3 42 70 87 
' 43 71 88 GS 
6 ty) 72 S& M6 
7 46 73 &8& MLI 
8 17 74 80 ANM 
4 49 75 89 DCT 
10 Ai) 76 80 FSW 
11 57 77 00 GSS 
12 5S 78 90 PRO 
13 a] 79 91 LAP 
14 60 80 TS6 91 WO! 
i) él 80 MCC 92 FB 
16 62 BWC SI 92 DEC 
1s 62 API 82 [DC 92 CPC 
19 63 82 EFB 92 BPC 
20 64 83 93 GJA 
22 65 84 JDC O4 
6 eM BBC 95 
Name Title 
Company 
Address 
City Zone State 


Number of Office Employees (all departments) 


February 1956 Issue, 
Office Management 


This inquiry form good 
until March 15, 1956 
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GLOBE-WERNICKE makes business a pleasure 


Pleasure begins in satisfaction; and your satisfaction begins the moment 
you sit down at your Globe-Wernicke Streamliner desk, confident that 
you have the most advanced metal office desk in America, The bold 
beauty and sound functional design of the G/W Streamliner makes it 
the most popular choice of discriminating executives and professional 


men who want only the best. 


Want to know which of the 76 G/W Streamliner model Srey 


can help answer your problems? Have your secretary write 
your Globe-Wernicke dealer, listed in the phone hook’s “Yel 


low Pages” under “Office Furniture’, for a free illustrated 


booklet, “Streamliner Desks and Tables”. Or, write us direct 


CINCINNATI 12, OHIO 


® Pine t ‘ t £0 PMEN j j et - 


For More information Use Readers naquiry Coupon on Page %% 
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Give her a new Underwood 150 


..- It makes you both look good! 


You lool because ever, letter your secretar \ coupon belo Wil our permission, we'll send long 


is crisp, clear and distinctive it says nice things about a gilt for your » a bottle of Underwood's Red 


you and your company Nail Polish. Call o | the coupon today! 


) ( fa ; because the new | nderwood 
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150 is designed for extreme ease of operation ind 
to keep her hands ittractive | nderwood's ex lusive 
halfmoon keys end the annoyance of broken fingernails 
and chipped nail polish 


Y: boll , because the new | nderwood 150's 


rugged durability means extra years of trouble-free 
service and satisfaction 
May we give you a demonstration of the new | nderwood 


150? Call your local Underwood Office, or mail the 


UNDERWOOD 


For More Information Use Readers’ inquiry Coupon on Pa je %% 
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